Other Personnel Actions

Chapter 4 Other Personnel Actions

z Process a Rehire (Former NAF Employees)

This procedure should be used to “rehire” when processing former NAF employees.
All of these former employees should already be in the HR system. You will be required
to enter the former employee’s Personnel ID number.

This action uses the copy mode for several infotypes. It is important that you remember
the information that has defaulted in the fields pertains to a previous action and some
fields may need to be changed to reflect the current action.

After you have entered your changes to an infotype and used the enter key, you should
receive a message telling you that a previous entry will be delimited. This verifies that
you want to make the change and that you previously have changed the “From Date” to
reflect that your record will now be the current record. You will proceed through the
message by using the Enter key and you will then be prompted to save your entries.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

HR Master Data Edit Goto  Extras  Utilities Settings  System  Help

@ | ImCcee Lk D0LD BE @
&
Personnel no. I—ﬂ
MName |Hastings s, Leslie Wynette
EE group IT Separated Perz.area W Morthwest Region MWwWH
EE zubgroup Iﬁ Terminated Cost center I?u?— SAFE PROG PROG
Fram lm
Action ype Personnel art EE group EE subgrou ﬁ
Mew Hire Z
Change in Position |—
Multiple Pasition Assignment
Separation
Leave of Absence
Return from Leave of Absence
Adjustment in Pay
Retirement
External Hire
External Separation [+
[« | [+]

Human Resources 2



Other Personnel Actions

Press the Execute icon

and the Infotype 0000 - Copy Actions screen is shown.

Copy Actions

Infobtwvpe Edit Goto Exktras Sysktem Help

& ||

8 e | M mem e  EE =

=l @ A‘E_) | @ Execute infa group 2@ Change info group

- - -

Fers.no.

Mame

EE group [T separated Personnel ar [7o00 bwFR HEADOUARTERS
EE =ubgroup TR Terminated S55M
From aLs/18,2002 [{a] |12f31f9999
Personnel action

Action tppe I R ehire - I

Reazon Far action I|E1 *
Status

E mplayment I.t'l'«.ctive - I
DOrganizational assignment

Fosition Q92900 Integration: default posi

FPersonnel area Foaa M»w'F HEADQLARTERS

Ermplayes group F Separated

Ermplaves subgroup TR Terminated
Additional actions

Start date Aok Action bppe ActR Feaszon f.action

We will make various changes to this screen and they are reflected in the screen shot

above.
Field Name Description R/O/C | User Action/Values
Action type Rehire R Will default in
Reason for action | The reason the You may enter the action directly
action is being R or use the dropdown menu to
performec select.
Employment User defined R Field will default in Active
Position User defined R Will default all 9s. Clear and
enter position number or select
from the drop down.
Personnel Area The assigned area of Clear the field before selecting
the position within R Will default from the position
the organization number selected
Employee Group The group that the Clear the field before selecting
employee will be R Will default from the position
assigned to number selected
Employee The assigned R Clear the field before selecting
Subgroup subgroup for the Use drop down arrow to select.
employee
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Other Personnel Actions

Press the Enter icon ‘ . You will get the Record Delimited warning message. Press

the Enter icon‘ again. You will be warned to save your entries.

. =
Press the Save icon

You will now see the next infotype in the rehire action series the Infotype 0002 — Copy
Personal Data

™ Copy Personal Data

Infotype|Edit Goko  Extras  System  Help

&l D BecaCHE anaa AR @
=R
Fersonnel no I e I arne R —
EE group IE MF Fers. area 1819 wB NS MATYPORT
EE zubgroup lﬁ Reg Full Time SSM lﬁ Status Active
Stat [ea7017208 8|70 [12/3179999
Hame
Farm of addr Iﬁ
Last hame |5IMPSaN
First name IEFEIE.-’-‘«
Mid. name |MARGARETT
2nd tifle |
Suifis |
Hame ERICA SIMPSON
HR data
55N joos e ewed Gender
Bitth date [06/1771977 ® Female O Male O TBD
Comm.lang. IEninsh j
bl ar status Im

We have made no changes to infotype record so we validate the entries and save the

]
record by clicking on the Save icon = .

If there are any changes to any of these infotypes, make the changes and/or additions. If
there are none and the information as stated on the infotype remains the same:

Press the Enter icon ‘

. You will get the Record Delimited warning message. Press

the Enter icon ‘ again. You will be warned to save your entries.

Press the Save icon
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The next infotype is 0001 — Copy Organizational Assignment as shown below.

™ Copy Organizational Assignment
Infotype Edit Goto Extras System Help

@ | B ¢cee LMk ananBE @
H & £| Org Structure

Perzonnel no I .5 M arme IHaSting... Status Active

EE group IT Separated Perzonnel ar 1287 Morthwest Region MWwH
EE subgroup Iﬁ Terminated 55N [
Fram Il]3fl]11’2l]l]1 ﬂ to Il]1fl]1f2l]l]2
E
CoCode 1287 MR COMMNAVREG, M.
Pers.area 1287 Morthwest Region MwH Subarea 1287 Wwiest Sound
Cost cir 967 WS JANITORIAL 1287
EE group F Ma Payr.area Iﬁ M Region
EE subgroup Iﬁ Fieg Full Time

1] izational plan
Percentage 1808.088 Aszsignment
Pasition 188683961 Cust Wwikr

Custodial ‘Worker

Job key |1 aea1a657 M 3566 02

Custodial ‘Worker
Exempt Iﬁ

Org. unit |1 BaBBe3256 Cust Srves

Custodial Services

Org.key |11?3

Validate all the entries on the screen and then: Press the Enter icon ‘ . You will get

the Record Delimited warning message. Press the Enter icon‘ @ again. You will be
warned to Save your entries.

Press the Save icon
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Other Personnel Actions

As you go through the infotypes during the rehire process, validate the entries for
accuracy, make the changes and/or additions as needed and:

Press the Enter icon ‘

G

. You will get the Record Delimited warning message. Press

the Enter icon again. You will be warned to Save your entries.

Press the Save icon

The next infotype 0006 — Copy Addresses appears.

™ Copy Addresses

InFDtype|Edit Goko  Extras  Swstem  Help

& || B eac@ MR anaa BRE @
B 2

Perzonnel no I_ | M ame: I |

EE group IE MF Pers.area 1819  kwh NS MAYPORT

EE subgroup Iﬁ Feg Full Time S5H I_ T T Statusz Active
Start fe3s0172003 2 1o [12/3179999

Address
Address type IF'ermanent residence j
cfo I
Address line 1 I'I'I‘HEI.-’-‘-.TL.&NTIE BLYD 1109
City/county IJ.-’-".EKSDN‘\-’ILLE
State/zip code |T Flarida IW
Country key ILIS.-'-‘-. j

Telephone number W |61I2—91 i3
|

Communications I

Again, there have been no changes in this information so we follow the same steps as
before.

Press the Enter icon ‘ . You will get the Record Delimited warning message. Press

the Enter icon‘ again. You will be warned to save your entries.

Press the Save icon
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The next screen to appear is the Tax Area. Always select the state of residence on this
pop up window.

x|

Tax area|Description PostalCode |PostalCode |Start date End date
FED Federal 00000-0081 | 99999-9999 | 91/01/1980|12/31/9999
TER State of Tennessee 37000-0000 | 38599-9990 | 81,/81/19808|12/31/9999|

v | B[] & %

Double click on state name or click once, then select the green check | g | This
populates the tax area field on the next screen, Create Residence Tax Area.

™= Create Residence Tax Area

Infotype Edit Goto Extras System Help

&l CBlcce Lk anaa @R @
[EREP

FPersonnel no I | M arne IHHTHLEE... Status Active

EE group IE HF Perzonnel ar I?'? (1] Headquarters

EE subgroup Iﬁ Reg Full Time S5M I ||

From [03/20/2001 ﬂ to [12/3179999

Resident data

Taw area ITH

Tax Authorities in Area

Tax authority Tax Level

@

Press the Enter icon ‘

@

. You will get the Record Delimited warning message. Press

again. You will be warned to Save your entries.
O
Press the Save icon ==

the Enter icon
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Other Personnel Actions

The next infotype is 0210-Withholding info W4/W5 US.

Enter the correct information and press the Enter icon‘ @ and save.

* Copy Withholding Info W4 /W5 US
Infotype Edit Goto Extras System Help
& |l SHecee oKk anaa IR @
kY
HEB AL
Perzonnel no I Mame IKRTHLEE... Status Active
EE group IE MF Perzonnel ar I??l]l] Headquarters
EE subgroup Iﬁ Fieg Full Time 55N )
Fram IE3!2|]!2|]ﬂ1ﬂtn [12731/9999
Status
Tax authority IFED Federal Tax level IE Federal
Filing status IE Single
Exemp
Allowances I_
I_ Tax exempt indicator [T IRS mandates
Withholdi djustment
Add.withholding I uso
Overrides [from Infotype D234)
From date End date Supplemental method Tax overide Empl. l

We have received a new W4 from the rehired employee and must make the changes to
infotype 0210 — Withholding Info W4/W5 US. In this case it is for the Federal
Withholding as indicated on the screen.

Press the Enter icon ‘ . You will get the Record Delimited warning message. Press

the Enter icon ‘ again. You will be warned to Save your entries.

]
Press the Save icon - —

The next infotype in the process of rehiring an employee appears on the next page.
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This is infotype 0041 — Copy Date Specifications

™ Copy Date Specifications

Infotvpe  Edit Gc-tu:-lExtras Syskern Help

|| Z0ece2HE anans AE @
a2
Personnel no I Mame I |
EE group IE MF Perz. area |1 287 MWRMNORBRTHWEST REGION
EE zubgroup FT RegFull Time SSHM Statusz Auctive
Framn Ilﬂﬁf19f2l3l32ﬂ ta I12!31.¢"9999
Date 5pecifications
Date type Date [Date type Date
81 Activity Start D ate Iﬂﬁf12!2ﬂﬂ2 IE Date aof Rehire Iﬂﬂp"19,"2[1[12
IE Service Cormp Date IBQIZ?;H?'?? B4 Civilian Service IBQIZ?I199?
@6 Ret Plan Eligibility B6/12/20802 IE MAF| Comp D ate 6 /8172008

Update any fields necessary using the guidelines outlined below.
Date type 02 Date of Rehire, will populate with the rehire action date.

Date type 01 Activity Start Date, which is the first date of employment at the current
activity. This date populates from the new hire action. The date will need to be changed
when an employee transfers to a new payroll area, i.e. Mayport to Seattle or MWR to

VQ.

Date type 04 Civilian Service Date, which is the Comp date minus the active duty
military time. In most cases, this will be the same as the Original hire date.

Date type 03 Service Computation Date, the date either actual or constructed by
crediting service, used to determine annual leave accrual. For an employee with no
creditable NAFI or military service, the service comp date is the effective date of the
employee’s first Federal civilian appointment. For an employee with prior creditable
service, the service comp date is constructed by totaling the days, months, and years of
the employee’s creditable civilian and military service and subtracting that total from the
effective date of the employees most recent appointment. When service credit of 4 years,
3 months, and 3 days is subtracted from the date, 1998-10-12, the result is 1994-07-09.
Thus, the service comp date will then be 07-09-1994.

Date type 06 Ret Plan Eligibility is used for benefit retirement plan eligibility. This date
will populate from the rehire action and must be changed to the correct date.

9 Human Resources



Other Personnel Actions

Date type 07 NAFI Computation Date, the date either actual or constructed by crediting
service, used to determine Regular NAFI employment length. For an employee with
prior creditable service, The NAFI computation date is constructed by totaling the days,
months, and years of the employee’s creditable NAFI service and subtracting that total
from the employee’s most recent appointment.

Press the Enter icon ‘ . You will get the Record Delimited warning message. Press

again. You will be warned to Save your entries.

]
Press the Save icon -

the Enter icon ‘

The next infotype is Create Addresses — Unpaid Compensation.

= Create Addresses

Infotype Edit Goto Extras System  Help
& | j%|@@ﬂ|@“ﬂ|‘ﬁﬂﬂl

@ @ £| Foreign address

Ferzonnel no [ | Mame m Status Active
EE group |E MF Perzonnel ar m Headquarters
EE zubgroup 'F Feg Full Time S5M 's'—
From m to IW
rAddress
Address type Unpaid Compensation ;I
c/o
Address line 1 5500 DUMNHILL RDI
Address line 2
City s county FILLINGTORM
Staterszip code ,T IW
Country key LISA ;I
T elephone number ,— —
Communications — ,—
S ,_
—_— ,_
— ’_

to validate. You will be warned to Save

After making entries, press the Enter icon
your entries.

[ ]
Press the Save icon - —

Human Resources 10



Other Personnel Actions

* Copy Additional Personal Data

Infotyoe  Edit Goto  Extras System Help
@ || DAeccecMk anaa A (@
1
s
Personnel no I_ 1o Mame INRTHLEE . Status Active
EE aroup IE MNF Personnel ar |79 aa Headquarters
EE szubgroup FT RegFull Time S5N I
From IE3/20/2881 ﬂ To 12/31/9999
Additi. | data
Ethnic origin IWhile-NUl Hizpanic Origin ;I
Military status IE Weteran

Validate entries by selecting | Y |, and save this screen.

The next screen is Copy Residence Status.

™ Copy Residence Status

Infotype Edit Goto Extras Swstem  Help

& || FlHecece oM anaa AFA| @
R

= ) = 23

FPersonnel no I j M ame KATHLEE .. Status Aictive

EE group IE MF Perzonnel ar 7288 Headquarters

EE zubgroup FT RegFul Time S5HM Jrue e e aw

Frarm [Ez/20/2001 B [12/3179999

r Personal identification

Residence status IUS Citizen
I type I

|zzuing Autharity

1D rurmber

—
—

|zzuing date

“alidity end date

- Employment verification

“Work permit

l=zuing Avutharity

“whork permit number

|zzuing date

E wpiry af wiark perm.

Fecord valid from 01/01/20071 to 1

delimited at end

[SE1 (1] (00~ [ mwrs

Press the Enter icon ‘ . You will get the Record Delimited warning message. Press

the Enter icon ‘

again. You will be warned to Save your entries.

. =
Press the Save icon
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Other Personnel Actions

The next screen is Create Education. If no entries are necessary, click the icon. If
Education data is available, make entries in all required fields, and save your entries.

™ Create Education

Infobwvpe Edit Goto Extras  Swstem Help

|| Fl8 @@ DM anaa RE| @
(=R

Personnel no e MName r |

EE group IE MF Pers. area I??BB tw'F HEADQUARTERS

EE subgroup Iﬁ Reg Full Time SSH Statusz Active
Frorm 091571975 2|t [es /3071979

Educational est.
Institutelocation

Certificate

Eranch aof study 1
Branch of study 2

|U3 Colleges/university
IUniversit_l,l of bemphiz

IBZ B achelor

|1 aaaz Buziness Adminiztration,t anagerment

—

The next infotype to appear is the mandated DOD/MWR information type.
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Infotype 9001 — DOD/MWR Specific Data

™ Copy DOD / MWR Specific Data

InFotypelEdit Goko  Extras  Syskem  Help

Ll B eee | CME DD @E| @
% = S
From [lous10/2002 2| to  [12/31/9999

Locale Information

DOD MNAFI organization code
Duty station location

MAF personnel office identifier
DOD MwWR activity code

INU22 Mavy MAF]
Ill?1 6608857  Milington, TH

I??BBB PERS-65 Millingtan. TH

m

Maone of the above

USA Funding Under MOA
US4 indicatar

3

Mot covered under USA MDA

Miscellaneous

Wellare to work hire code

Perzon designatar type code
OFF duty military code

Source of recruitment

DOD dependent-zponzor relationship

Hired an or after March 8, 1997 - Box B on OFPM Form 16325
Mot applicable. Mot a dependent of a sponzar.
Social zecurity number

Ma: rnot a military member on active duky

TEETR] =

Union eligibility
Bargaining unit eligibility code

Bargaining unit member status

Mon Supervizon

Zl'=]

Mot kember of Bargainirng Uit

Retirement Information
Retirement plan code
Retirement certificate number
Fortability of retirement election

Appr. fund severance pay entitled

Fortability of benefits status code

Moare

T

E Maone of the above
N

o

Mot applicable

Mot covered

Position Information
Position sensitivity
Supervisar position

Local PO number

F Critical Sensitive
N

|121|56

ADP Information

ADP company code
ADP file nurnber

[

Mizcellaneous Notes

DP Company code and ADP file number must be blanked out. The information will

populate overnight after the IDOCs have been processed.

Press the Enter icon ‘

. You will get the Record Delimited warning message. Press

the Enter icon‘ again. You will be warned to Save your entries.

Human Resources
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The screen will roll to the next infotype 9005 — Create Kronos Information
9005 details will look like this for a Kronos Employee:

Create Kronos Information
Infotype Edit Goto  Extras System  Help

@ || g c@ae ke Dooa  BE @
EH B2
Perzonnel no Mame )
EE group |E MNF Pers. area 7988 wMwR HEADQUARTERS
—_—
EE subgroup FT RegFull Time S5M Status Active
Start |ﬂ?/ﬂ1/2093§ to I12f31/9999
Kronos Inf ion
K.ronos B adge Mumber GBIL514 [ Mo Badge Mecessary
Terminal Group GLK_CDC
Local Labaor Lewvel
Ferson Type IT TE. Emploves
Kronos logon
Access Profile
Labor Level Set

A Kronos Employee punches in and out at a timekeeper terminal. This empivyce
requires a Badge Number and Terminal Group and the Person Type is 1 for TK
Employee.

9005 details will look like this for a Timekeeper (TK) Employee:

Infobtype Edit GotolExtras Systern  Help

& || T cea CMkE 0oad BE| @
EH B2
Personnel no er Hame l ..................
EE group E MNF Pers.area I?’g a8 MR HEADOUARTERS
EE subgroup FT RegFull Time S5M l Statusz Active
Start orF/e1/2003 b |12f31z"9999
Kronos Information
K.ronos Badge Mumber GBO4LS1G T MoBadge Necessamy
Terminal Group GLK_CDC
Local Labor Level
Perzon Type F TE. Emplayes
Kronos logon GLE_KDECENT
Access Profile TIMEKEEPER
Labor Level Set ELK cDC 1991 AHD 3110 ﬂ

Timekeeper employees edit timecards and schedules, but cannot sign off. A Kronos
Timekeeper Employee may punch in and out at a timekeeper terminal, requiring a Badge
Number and Terminal Group or they could be Pay From Schedule or Timestamp
Employee. A Pay From Schedule or Timestamp Employee would not require a Badge
Number or Terminal Group.

The Person Type is 1 for TK Employee. The Kronos Logon is always in all caps and is
the three alpha characters for your region followed by an underscore and the first letter of
the first name and up to seven letters of the last name. The Access Profile is Timekeeper.
The Labor Level Set is only used for managers to tell Kronos which group of employees
the manager will administer.

Human Resources 14
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9005 details will look like this for a Manager:

Infotype Edit Gobo Extras  System  Help

& || S0 cee LHE DNLOD | FE| @
EH B2
Personnel no e Name r ..................
EE group [5 nF Pers. area 7980 MW HEADGUARTERS
EE zubgroup lﬁ Reg Full Time SSMN | Status Active
Start a1/61/2881 to |12f31f9999 Chng IB?I1?!2BB2 IHQ_P65?D9
Kronos Information
Fronoz Badge Number 6598721 [~ MoBadge Meceszam
Terminal Group GLE_AUTO
Local Labor Lewel
Person Type E
Kronos logon GLE_KDECENT
Access Profile MANAGER 2
Labor Level Set ELE AauTO |

A Kronos Manager may punch in and out at a timekeeper terminal, requiring a Badge
Number and Terminal Group or they could be Pay From Schedule or a Timestamp
Employee. A Pay From Schedule or Timestamp Employee would not require a Badge
Number or Terminal Group.

The Person Type can be 4 for a manager whose hours are recorded via timestamp or 5 for
a manager who punches in and out at a timekeeper terminal or is Pay From Schedule.
The Kronos Logon is always in all caps and is the three alpha characters for your region
followed by an underscore and the first letter of the first name and up to seven letters of
the last name. The Access Profile is Manager 2. The Labor Level Set is only used for
managers to tell Kronos which group of employees the manager will administer.

A GS manager who will not be entering time in WorkForce Central, but will manage
employees will be a 5 for Person Type and will have an Access Profile of Manager 1,
Manager 2, or Timekeeper. See description below.

-“Kronos Function Access Prof X

Access Profile
%

EWMPLOYEE

MAMAGER 1
MAMAGER 2
PAYROLL
TIMEKEEPER

Employee — for Time Stamp employees only.

Manager 1 — will be able to approve timecards, but cannot sign off.

Manager 2 — will be able to approve and sign off timecards.

Payroll — used for payroll employees.

Timekeeper — will be able to edit timecards, schedules, but cannot sign off. Press the

[ ]
Enter button and Save - = _ the transaction.
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The next infotype in the process 0007 — Copy Planned Working Time appears

™ Copy Planned Working Time

Infotype Edit Goko Extras  Swstem Help

|& |l S eee DHE anaa @@ @
" Q B A? W’le zchedule

Personnel no I Marne IHaSting... Status &chive

EE aroup F Separated Perzannel ar 1287 Marthwweszt Region MW R
EE zubgroup Iﬁ Terminated S5H I!

Fram IBE!M!ZBEH To |12f3119999

~wWork schedule ule

Work schedule rule [2082  *4FREG 30
~working ime
Ermployrment percent Im
Daily warking hours m
Weekly warking hours Im
Manthly warking hrs IW
Annual working hours Im
Wweekly workdays Iﬁ

The only entry required is the Work Schedule Rule. In the example it was 2002 — NF
REG 30. Select for the dropdown.

@

Press the Enter icon

. You will get the Record Delimited warning message. Press

the Enter icon‘ again. You will be warned to Save your entries.

=
Press the Save icon
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™ Create Basic Pay

Infotype Edit Goko  Wage twpes Extras  Swstem  Help

|& || flBleae Mk hooan BE @

“ o 2 | Salary amount [ Pavments and deductions

M arne IHaSting... Status Active

Perzonnel no

EE aroup F Separated Perzsonnel ar W Marthwest Region MWH
EE zubgroup TR Teminated SEN [
From Im to Im
-Pay zcale
Reaszaon I_ Mo reasan Cap. util I+l Im
Type [01  Wawymwr wikHrs/period | 80.26 [Biweeky

Area [o3  aci1s
Group IHH S]] ﬂevel IE Annual salary I A.88 |UsSD

Wag4 ‘wage type name Op Amount Currend Ind Ad Mumber rit
181 8(Hourly Rate - MW R 8.75(USD 1 ¥
r
r
I | [+]
1V [93/81/2081 - [12/3179999 4| b @.88 |usp

We have filled in the fields required on this infotype 0008 — Create Basic Pay
We entered the group, the level and the hourly rate of pay.

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press

the Enter icon again. You will be warned to Save your entries.

) =
Press the Save icon
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The screen will roll to the next infotype 0009 — Copy Bank Details

™ Copy Bank Details

Infotwvpe Edit Goto  Extras  Swstem  Help

| @ |l DB ece 2R anan FE|@
==
Perzoninel no I— Mame [—
EE aovm [5 wF R — [1353  MwR MID-ATLANTIC REGION
EE zubgroup Iﬁ Feg Full Tirme S5M | | Status Active
From mﬂ to Im
Bank details
Eank details type IMain bank, ;I
FPayee JOHM SaMPSON
Postal code/City 23456 INDHFD LK.
B ank. country USA LI
Bank key 25087497 M FCU
Eank account number 2C6987423 Eank control key IE
T - [T EFTjaCH)
Payment currency usD

Bank details data are used by the automatic employee vendor creation program in
accounts payable. Make any changes necessary and save.

Field Name Description R/O/C | User Action/Values
Bank Details Type | Type of bank for R Will default to main bank
this Employee
Payee Employee’s name R Will default
Postal code/City | Zip code/City R Will default
Bank Country Bank Country R Will default USA
Enter the employee’s bank
The name of the deposit transit/ABA number
Bank Key bank the funds are R from direct deposit sign up
to be deposited into form.
Bank Control Key | The type of account R Must be 01 Checking or 02
Savings
Bank Account Account number of Enter the employee’s bank
Number the account to be R account number.
deposited into
Will default to “T” for direct
EFT or a check for R deposit. Change to “C” only if
Payment Method | the payment? waiver from MWR HQ is
approved.
Payment Currency | Payment Currency R Will default to USD

Human Resources
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Press the Enter button and Save

— the transaction. The screen will roll to the next

infotype 0006 — Create Addresses, subtype 2 Address, Emergency Contact

Infotype Edit Goko  Extras  Sysktemn  Help

& ||

-8 e 2K awan PR &

2 =] £| Fareign address

Persannel no [ — Mame PEARL HARRIENGER
EE group [5 wF Pers.area [Me3n  Mwh JACKSOMVILLE
EE zubgroup FT RegFul Time S5M e Status Active
From Imﬂ ko Im
rAddress
Addreszz wpe IEmergenc_l,l Caontact LI
cfo JOHM HARRIEMGER
Addrezs line 1 1122 FRAMELIM STREET
City/county AATERTOW M

State/zip code
Courtry key
Telephone number

Communications

MY I e ark,

|136 a1

jusa

NOTE: According to the United States Postal Service Sorting

Facility all names and addresses must be entered into the system
/ using upper case letters (ALL CAPS) and NO punctuation except

the hyphen between the first five numbers in a Zip code and the last

four.
Field Name Description R/O/C | User Action/Values
Address type Type of Address R Defaults Emergency Contact —
Who to call
C/O In care of R Enter the emergency contact’s
first and last name (and
relationship if available)
Address Street name and R Must populate this field, can
number enter “address unknown”
Enter the contact’s city. If
City/County City R unknown, use the employee’s.
State/Zip Code State/Zip Code R Enter the contact’s state and zip.
If unknown, use the employee’s
Country key The contact’s C Will default to USA
country key

19
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Telephone Number | Telephone R Contact’s telephone number

Communications Additional numbers O May be used for additional
contact phone numbers.

[ ]
Press the Enter button and Save " the transaction. The screen will roll to the next

infotype 0004 — Create Challenge.

Infotvpe Edit Goko  Extras  System  Help

& 0 eee DMk anaa AR @
|lams

Perzonnel no I M ame I |

EE group IE MF Pers. area 1353 MwWR MID-ATLAMTIC REGION

EE zubgroup Iﬁ Feg Full Time S5M S Statuz Active

Fram fous1072002 %10 [12/3179999

Challenge data

Challenge group Iﬁ Mat Applicable
Type of challenge Iﬁ Mat Applicable

This screen must be completed! Enter “99” in both fields if challenge not
applicable.
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The next screen to appear is Copy General Benefits Information.

™ Copy General Benefits Information

nfobype Edit Goto  Extras  System  Help

@ | O DMk anaa AR ®
ans

Perzonnel no I I ame I—.

EE aroup IE MHF Perz. area 1353 Wwh MID-ATLAMTIC REGIOM

EE zubgroup FT RegFull Time S5H r Statug Active

Fram fous1072002 &0 [1273179999

‘General Benefitz Information

Benefit area Iﬁ MHawy MR
1zt Program grouping IHI] M arfolk,
2nd Program grouping FULL Full-Time

Infotype 0171 — Copy General Benefits Information requires no entry, just validation of
the information and saving it.

@

Press the Enter icon

@

. You will get the Record Delimited warning message. Press the

Enter icon

again. You will be warned to Save your entries.

|y
Press the Save icon -

The final infotype to appear in the rehire process is infotype 0378 — Create Adjustment

Reasons. This screen is shown here.
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™ Create Adjustment Reasons

InFDtypE|Edit Goto Extras  System  Help

||| e CHE anas A G
lam s

Perzonnel no I f I arne I

EE group IE MF Perz. area |1353 kWE MID-ATLAMTIC REGIOMN

EE subgroup FT FRegFull Time S5M I Status Active
Framm Jous10/2002 £/ [o5/11/2002

Benefit area INav_l,l [ R
Adjustment reazan I Rehire j

Press the Enter icon ‘

@

. You will get the Record Delimited warning message. Press

the Enter icon

again. You will be warned to Save your entries.

Press the Save icon

The process is complete and this can be verified by using transaction code PA20 to
inspect all the infotypes processed during the rehire.

Print a Personnel Action Report, and continue processing rehire with Benefit Enrollment.
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z Process a Multiple Position Assignment

This procedure will cover the necessary steps to process an employee’s record that,
because of circumstances, has been assigned to two positions. This is not a common

situation but it does occasionally occur at smaller operations where people are “double-
hatted.”

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

™ Personnel Actions

HR Master Data  Edit Goto  Exiras Utilities Settings  System  Help

& SimcaeCHE o0 AR @

Perzonnel no. 1. A

M arne F

EE group F CC Perz.area 1819 Mayport

EE zubgroup Iﬁ Flex Continuing

Frarm Im
Action lype Persannel an EE aroup EE subgrou ﬂ
Change in Position z
|Euitiple Position Aszignment j
Separation
Rehire

Leave of Abzence

Return from Leave of Absence

Adjuztrment in Pay

Retirement

External Hire =

J | ]
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Field Name Description R/O/C | User Action/Values
Personnel Number | The individual Enter the Personnel number, if
Personnel Number known, or use the dropdown
assigned to each R menu to select.
employee
From The FROM date R Enter the beginning date of the
multiple position assignment.
Action Type The types of action Select the Multiple Position
that can be R action line to highlight.
performed

Select the Execute icon I

The screen will roll to infotype 0000 — Copy Actions

™ Copy Actions

Infotype Edit Goto Extras System  Help

| &l Sgece | DHE anaaBE| @

“ EEl B £| l:@E:-:ecute info group @@ Change info group

Perz.no. I—'L
M arme
EE group F CC Personnel ar W Il aypart
EE subgroup IE Flex Caontinuing S5M
Frarn Im ﬂ [{x] Im
Personnel action
Action type I Multiple Position Aszsighment ;I
Reazon for action Iﬁ Multiple Position Assignment
Status
Ermploymment I.f-\ctive ;I

Organizational assignment

Employes subgroup

Position I
Perzonnel area |1 a19 b ayppart
Employes group II [

CG Flex Continuing

Human Resources
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Field Name Description R/O/C | User Action/Values
Action type Multiple Position R Will default from previous
screen
The reason for the Select the appropriate reason
Reason for action | action being R code for the Multiple Position
performed Action using the dropdown
menu.
Employment User defined R Will default in. Cannot be
changed
Blank out the position
Position Number User defined R number in this field.
The assigned area of Will default in and will
Personnel Area the organization of R represent the MWR location to
the position which the original position has
been assigned.
The group of Will default from the original
Employee Group employees that the R position and represents the
employee will be employment category, i.e. NF,
assigned to. NA, CC, etc.
The assigned R Leave the information as
Employee subgroup of the defaulted in. This is for
Subgroup employee. flexible employees. For

working retirees change to
RW.

Press the Enter icon ‘

Enter icon ‘

Press the Save icon

25

. You will get the Record Delimited warning message. Press the

again. You will be warned to Save your entries.

to save the transaction and to open the next infotype record.
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Infotype 0001 — Copy Organizational Assignment will show.

™ Copy Organizational Assignment

Infobvpe Edit Goto  Extras  Swstem  Help

@l

T oceae 2HE anaa AR @

“ = ‘2‘ Org Structure

Ferzonnel no I—l M ame W Statuz Active
EE group II CC Perzonnel ar 1019 M ayport
EE zubgroup IE Flex Continuing S5M _
From Im to Im
r Enterprize structure
CoCode [1e19  mwr NavsTA MavPORT
Pers.area Iﬁ I ayport Subarea 1019 b pport
Cast cir 27 . GENALFUND DRCTR
- Personnel structure
EE aroup II CC Faur.area W M aypart
EE zubgroup IE Flex Continuing
r Drgamizational plan
Percentage I— ALzzignment
Pozition I ﬂ Comp fuast
Computer Agziztant
Field Name Description R/O/C User Action/Values
Co Code Company Code R Will default based on position
Default in based on the entries
Pers Area Personnel Area R made to the Infotype 0000 -
Actions.
Will default blank and will be
Cost Ctr Cost Center R populated after the multiple
positions are created.
Default in based on the entries
Subarea Personnel area R made to the Infotype 0000 -
Actions.
Default in based on the original
EE Group Employee Group R entries made to the Infotype
0000 - Actions.
Default in based on the original
EE Subgroup | Employee Subgroup R entries made to the Infotype
0000 - Actions.
Payr Area Payroll Area R This field will default in.

Human Resources
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The percentage that This field will default to 100%
Percentage the employee is R It must be blanked out!
assigned to the
position number

Assignment | The percentage for Allows for entering the % that
button each position R the employee will be assigned
to each position.

P t
Click on the Assignment button [l ST .

; E Copy Organizational Assignment ﬂ

(8 Position assignmets

Future azzignment Current azzignment
Fozition M ame FPercent | Start date End date O peration E
180802453 Bartender Supervizor 188._88 01./0 /2001 B2/87 /720082 @ Drelirnik ‘
10080245 3a. 1273179999

o Agzign | @ D elirnit | | B |

! No assignment a 93935939 Integration: default pozition

) Organizational unit [ | I

% Transfer assignmentl 3 Cancel assignmentl

The window as shown above is one example of the Copy Organizational Assignment
Action screen.

/ NOTE: The first line in the window will show the current assignment and
will be delimited.

The first line with the current position will be grayed out. We now must correct the
assignment to reflect the multiple positions. Re-enter position number, enter 30.00 in the
percent field and the end date of 12/31/9999.
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For the multiple position, we need to add another line in the window to enter this
information.

- ™ Copy Organizational Assignmenk ﬂ

® Position assignments

Future azzignment Current assignment
Paszition Marme Fercent | Start date End date Operation ﬂ
18882235 Secretary 188. 88/03/01/2003 83/84/20083 ﬂ Lrelirnit -
180882235 Secretary SB.BB||33."EIE¢'2DDB 1273179999 @ Assign
18882258 Fec Aide/Lifeguard ce. BB|DS.:"DE.-’2D|33 1273179999 & Azsign -
1 [»]
o Aszzign | @ LCvedirnit I I @ |
) Mo assignment 8 33333335 Integration; default pogition

! Organizational unit | || ﬂ

¥ Continue | 3 Cancel assignment |

Click the Insert Line button [ (the page with the plus sign on it) to add another line to
the window. Enter position number 10003654 in the first field. Enter 70.00 in the percent
field. Change the End date to 12/31/9999.

Click the Assign button v Assian This puts the green check mark on the third
row in the Operation column.

Click on the Continue Icon M You will receive the warning shown, click the

green check mark and you will be taken back to the Copy Organizational Assignment
infotype.

You will be prompted to create a vacancy for the original position (if there was one).

Save the transaction by clicking the SAVE icon = . Notice that the Copy
Organizational Assignment screen shows only one of the multiple positions.

The system will now show the 0008 — Create Basic Pay infotype.
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™ Create Basic Pay

[mfotype  Edit Goko  wWage tbypes  Extras  Swsktem  Help

& | | -l O @@ | DM anaoan  BRE @

o= & L2 | Salary amount [ Payments and deductions

Fersonnel no I wrrou M arne lunliuL a-_nnn_
EE group [ ws Pers area [1e19  mwr MavPORT
EE zubgroup IFT FReg Full Time S5H l Status Active
Fram o208 ,2002 2|t [12731 /9090
-Pay scale
Reazon IBQ Fultiple poszition Cap.util. vl 188.88
Type I a1 MHawy MWwWR wikHrs/period 28.246 IEli—weekI_l,l
Area |l32 AC 159
Group [HF a2 Level [o® Amnual salary | 17,737 .88 |UsD
“wage “Wage twpe name Og Arnount Curreng lng Ad Mumber Limit ﬁ
1 81 8|Hourly F ate - MWH 8.58 [USD = -
1813 |Hourly Rate 2 F.58 [UsSD r
UsD L
1| [>]
1u [e2/1572002 - [12/31/79999 4| »| 8.58 [UsSD

We have entered the grade of the multiple positions and the Hourly rates. You will need
to enter a reason code -choose one from the drop down menu for multiple position group.
Always use the drop down arrow to find correct selection and double click on it to
enter.

Field Name Description R/O/C User Action/Values
Use drop down arrow to

Reason Code | 2 digit code R select reason code for
multiple position

Group Personnel group R Must be original position
group

Wage type Rate code R Enter 1013 for multiple
position type

Amount Hourly pay rate R For the first position enter the

hourly rate(s), for NF’s and
CC’s — all others will populate
when user hits enter. Can
override for save pay. The
second position must also have
an hourly rate. Enter the
hourly rate.

Press the Enter button. Press Enter again to validate the entries.
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Press the Save icon to save the transaction. The employee is now created with
Multiple Positions in the system.

Qr

/ NOTE: To view multiple positions, use PA20 to display HR Master Data,
2k

enter personnel number, select Organizational Assignment, and the
icon. Both positions will be displayed.

P Organizational Assignment il
Person SIMPSOH aaae1845

Organizational unit Admin/Mil Su 18881737

Position HF 8318 a2 18082235

Job HF 8318 a2 18881308

Organizational unit FHSD 18882139

Position HF 1181 82 18885268

Job HF 1181 a2 18881374

w* | CE| 3%

Human Resources 30




Other Personnel Actions

z End of Multiple Position Assignment

Menu Path; HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS
Transaction code: PA40

This procedure describes the steps necessary to process the end of a multiple position
assignment through the SAP Human Resources system. We have highlighted the

Multiple Position Assignment line in the Action type section on the Personnel Actions

screen and click the Execute icon

™ personnel Actions
HFR. Masker Daka Edit Gobto  Extras  Utilities  Settings  Swskem  Help

& || I e DM ODhoD BER @
D

Perzonnel no. II ﬂ

Mame |r'“ R | Status E Active
EE aroup IE MF Pers.area 18012 kWBR NS MAYFORT
EE subaroup FT RegFul Time Cost center [see oceanEREEZEC.
Fram Im
Action type Personnel an EE group EE subgrou E
Mew Hire Z

Change in Pozition

Separation

R etirernent
R ehire

Leave of Abzence

Return from Leave of absence

Ludjustment in Pay

Annual Appraisal
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Screen: Copy Actions
= Copy Actions

Infotype Edit Gota Extras System  Help

El Eﬁ ‘2 | l%E:-ce\::ute info group & Change info group
Pers.no. I a
MHame e rraaas un-
EE group F P, FPerzonnel ar 1819 FMWH MNS MayPORT
EE =ubgroup I[:G Flex Continuing S5H ARG 6GRB-37F55

Start [eas07 /2802 2|10 [12731 /9000

r Personnel action

Action bppe I Fultiple Poszition Aszzignment - I
Feaszon far action IBS End kultiple Pasition As=ign
rStatus
E mployrent I.-'l‘-.ctive vI

- Orgamzational assignment

Fosition

Persornel area [1e19  kwR NS MaYPORT
Employes group |T [WEY

Employee subgroup IE Flex Continuing

rAdditional actions

Start date Aot | Action twpe ActR | Reason f.action
Field Name Description R/O/C | User Action/Values/Comments
Reason for Action | The reason the R Select 03-End of Multiple
action is being Position Assignment.
performed.
Position Position number R This will default with the position
number, BLANK IT OUT.

Click on the assignment button Assignment

The following pop up box will appear.
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- E Copy Organizational Assignment ﬂ

(® Position assignments

Future azzignment Current azzignment
Fozition Mame FPercent I Start date End date Operation E
18088188 P Maintenance worker 68. BBlDE.-’DE.-QDDS a3/86/2003 @ D1 elimit -
18882565 wWaitress 48. BBlDE.-"DE.-QDDE B3 /s06/20883 @ D elirnit
180881 88 F|Maintenance \Worker 188. l-]l-]|I33.-"EI?.-’2EIE|3 1273179999 o Assign -
21 [+
o Assign I a5l Drelirnit I I =L I
1 Mo assighmet & 39399399 Integration: default position

) Organizational unit (| || ﬂ

w# Continue I 3 Cancel azsignment |

Both of the multiple positions have been delimited.

e Enter the position number for the new position.

e Enter 100.00 in the Percent field.

e Enter 12/31/9999 in the End Date field.

e Click on the Assign icon v Assign This will put a green check next to the
assign button.

e Click on continue ¥ Ceontinue

You will be taken back to the Copy Organizational Assignment screen. Save the

. . . . ]
transaction by clicking on the save icon &,

Infotype 0008- Create Basic Pay will now come up.
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™ Create Basic Pay

Infotvpe Edit Goko  “Wage bwpes Extras Swsktem  Help
| < o ceee@ DMk Do BE @

‘2 | Salary amount Fayrments and deductions

Personnel no - MHames R,

EE ErsuE [T e o — [Me19 MwR NS MavyPORT

EE =ubgroup lﬁ Flex Continuing 55K BB6—68B-3F55 Status Achive
Start [0z 0772003 2|10 [1z731 79999

FPay scale

Feason ag Fultiple position Cap.util. I« 188. 00
Type I a1 M avy kwH “WhkHrsAperiod 88_.26 IBi-weekI_l,J
Area |B2 AC 159

Group INFI oS Lewel IBZ Annual zalany | 8.00 |[UsD

"W age “wage bupe name O Arount Currena lng Ad Mumber LInit j
1818 Hourly Bate - MwhH B.84 |LUSD I (= e
usD —
UsD —

Enter the Reason for action. Select the group and level from the dropdown. Hit enter to
populate the hourly rate. Save.

Human Resources 34



Other Personnel Actions

z Process a Change in Position

Menu Path;: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS
Transaction code: PA40

Process a Change in Position

This procedure describes the steps necessary to process a change in a position through the
SAP Human Resources system. We have highlighted the Change in Position line in the
Action type section on the Personnel Actions screen and we now click the Execute icon.

&

™ personnel Actions

HR Master Data Edit  Goko  Extras  Utiities  Settings  System  Help

@ || IHmeee DMk Do BE @
@

Perzonnel nao. : *

2

[FT RegFull Time
84/15/2001

Mame

EE group Perz.area 1287 Morthwest Region MwR

39 GEMRLFUND PERS

EE subgroup Cost center

From

Personnel arl EE group

Action type EE subgrou

Mew Hire

WO

[§|Change in Position

Multiple Position Assignment

Separation
Rehire

Leave of Absence

Return from Leave of Absence

Adjustment in Pay

Retirement

External Hire

External Separation -

[« |

Field Name Description R/O/C | User Action/Values/Comments

Personnel number | The individual R Enter the Personnel Number, if
Personnel known, or use the dropdown
Number assigned menu to select.
to each employee

From The From Date R Enter the beginning date of the

Change in Position.

Action Type The types of R Select the Change in Position
action that can be action line to highlight.
performed

35
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Screen.: Copy Actions

™ Copy Actions
Infotype Edit  Goko

Extras Swstem Help

| & I B DMK anaa @A @
“ “ B 2 | @Executeinfogioup &P Change info group
FPers.no. -
Marmne S
EE group II CC Personnel ar Iﬁ Jackzonville
EE zubgroup FT HRegFull Time S5HM
From [e9785/2881 1o [1273179999
r Personnel action
Action tupe | Change in Position |
Fieason for action [oh =
- Status
E mplayment | tactive |
-Organizational assignment
Pasitian [1e@e2752  Ed Tech(CDC)GSED4
Personnel area [1e34  Jacksonville
Employes group F cC
Employes subgroup F Reqg Full Time
rAdditional actions
Field Name Description R/O/C | User Action/Values/Comments
Action type Action type R Will default “Change in
Position”
Reason for Action | The reason for R Enter the reason for the action
the action using the drop down arrow.
Employment In the Status R Will default to Active and it is not
section available for editing
Enter the new position number
Position The current R either directly, if known or use
position number the drop down arrow.
Will default from Will default in the new Personnel
Personnel Area the previous Area upon pressing the Enter key
position. Blank R after fields have been blanked out.
it Qut!
Will default from Will default in the new Personnel
Employee Group the previous Area upon pressing the Enter key
position. Blank R after fields have been blanked out.
it Qut!
Will default from Blank out the information from
Employee the previous the previous position .Use the
Subgroup position. Blank R drop down arrow to select the
it Qut! correct employee subgroup.

Human Resources
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NOTE: After striking the Enter key or clicking the green check mark, you will
/ receive a message stating “W: Previous record will be delimited “, i.e., the end
4 date of the last action will now be populated with the “From date” of the new
action. This message appears on each infotype.

Press the Enter key or click the green checkmark icon to validate the record and

|y

then save it by clicking the Save icon.
The system will now roll to Copy Organizational Assignment

Infotype 0001 — Copy Organizational Assignment:

™ Copy Organizational Assignment

Infotype Edit Goto Extras  System Help

gl = - Ol¢ecoe 2HP anaalBR @

= e £| Org Stucturs

Personnel no Name Il\lilsl:ln .. Gtatus Active
EE group E ML Perzonnel ar |128? Morthwest Region MwH
EE subgroup lﬁ Fieg Full Time S5M

Fram 84/15/2801 ﬂ to 1273179999

Ent

CoCode 1287 M/ COMMNAYREG, N4,
Pers area W Morthwwest Fegion MwH Subarea 1287 West Sound
Cost ctr 969 o1 WS ADMIN 1287
P |
EE group IE ML Payr. area Iﬁ M Fiegion
EE subgroup lﬁ Reg Full Time
o izational plan
Percentage w Aszignment
Position 18884573 Clk Typist
Clerk. Typist
Job key [1eseus7z  Gsomzzos
Clerk Typist
Exempt I_
Org. unit lm Adm Supp
Administrative Support
Org.key |1171—

No Entry is required for this infotype.

to validate the entries. Save the

Press the Enter button or the green checkmark
Record.

“W: Previous record will be delimited”, (i.e., the end date of the last action will now be
populated with the From date of the new action).
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During the normal flow of this process, a pop-up window will appear to create a vacancy
for the employee’s previous position. Click on the “Yes” button on this window. The
date must be changed to the date of the action. Today’s date will default in, so if the
date of action is different from today’s date, you must change it.

-8 Cypate Yacancy x|

5 10004703 Perzonnel Specializt

Create on [64/1572001 *|

Yes | Mo | 4 Cancell

Infotype 0006- Copy Addresses

™ Copy Addresses

Infotype Edit Goko  Extras  Swstem Help

|| FlBece DR anan BIE| @
lame
Personnel o I—l MNarne W Status Active
EE group E ML Perzonnel ar 1287 Morthwest Region MWH
EE subgroup Iﬁ Reg Full Time 55M L
Frarm Img to Im
Address
Address type Permanent Residence LI
cfo
Addrezsz line 1 1625 Bond's Crozsing
Address line 2 I
Citycounty ISeattIe
Stateszip code IW Washington W
Country key IUSA LI
Telephone number Im m
Comrunications I_
I_
| [
| [

NOTE: If the address does not change due to the position change action, you
can right arrow past the screen and not create a new one. If you right arrow

/ through this screen “copy withholding info W4/W5 will come up. If nothing has
changed you can also right arrow past the screen. If the address changes, please
correct address and save the record.

Press the Enter key or click the green checkmark icon E to validate your entries. Save
this record.
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The next infotype is 0210-Withholding info W4/W5 US.

Enter the correct information and press the Enter icon

The next screen to appear is the Tax Area.

Always select the state of residence on this pop up window.

@

and save.

v | ®|iH| 58| %

-]

- Tax area X|
ry

Tax area|Description PostalCode [PostalCode [Start date |[End date

FED Federal A0008-0881 | 290000000 | 1781 /19288 | 1273179000

TER itate of Tennessee 37000-0000 |38599-9999 |81/01/1980|12/31/9999|
=]

Double click on state name or click once, then select the green check | @ | This
populates the tax area field on the next screen, Create Residence Tax Area.

System  Help

= Create Residence Tax Area

Infotype Edit Goto  Extras

~lBleace 2CHE anaa AR @

IE

Resident data

|lams
Perzonnel no I i M ame IHFITHLEE .. Status Active
EE group IE HF Personnel ar I?? (i3] Headguarters
EE zubaroup Iﬁ Reqg Full Time S55H I
From IB3.’2B.’2BB1 ﬂ to I12.’31.’9999

Tax area

i

Tax Authorities in Area

Tax authority

Tax Leuvel
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Press the Enter icon ‘ . You will get the Record Delimited warning message. Press

the Enter icon ‘

again. You will be warned to Save your entries.

]
Press the Save icon -

= Copy Withholding Info W4 /W5 US

Infotype Edit Goto Extras System Help

@ || lglece oMk anaa FE|@
kY

2 RS

Perzonnel no I Mame IKRTHLEE... Status Active

EE group IE MF Perzonnel ar |?9 ag Headquarters

EE subgroup FT FRegFul Time SSM ’

Fram [Ez/20/2001 |10 [1273179990

Status

Tax authority IFED Federal Tax level IE Federal
Filing status IE Single
Exemp
Allowances I_
I_ Tax exempt indicator [T IRS mandates
Withholdi djustment
Add.withholding I uso
Ovemides [from Infob 0234)
From date End date Supplemental method Tax overide Empl. l

If the withholding information is changing during the change of position you must make
the changes on infotype 0210 — Withholding Info W4/WS5 US. In this case it is for the
Federal Withholding as indicated on the screen.

Press the Enter icon

. You will get the Record Delimited warning message. Press

the Enter icon again. You will be warned to Save your entries.

Press the Save icon

The next infotype to roll will be Date Specifications.
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Infotype 0041 — Date Specifications now appears:

™ Change Date Specifications

Infotvpe Edit Goko  Extras  System  Help

& gje@@cHE anan RE| @
lam s

Personnel no I — Marne Il...___.. U

EE group IE MHF Perz. area |1 834 MwWRJACKSOMYILLE

EE subgraup FT ReqgFull Time S55M I Status Active

From |||5.f12;2m32 ﬂtu |12.’31!9999 Chng [06/18/20082 [HQ_P657F8

Date Specifications

[ ate type [rate [rate type [rate

[81 Activity Start Date [06/12/2002 [83 service Comp Date [09/27/1907
[84 Civilan Service [09/27 /1007 [86 Fiet Flan Eligibiity [06/12/2002
[67 MaFI Comp Date [06/01/2000 [ [

Update any fields necessary.

Date type 01 Activity Start Date, which is the first date of employment at the current
activity. This date populates from the new hire action. The date will need to be changed
when an employee transfers to a new payroll area, i.e. Mayport to Seattle or MWR to

VaQ.

Date type 04 Civilian Service Date, which is the Comp date minus the active duty
military time. In most cases, this will be the same as the Original hire date.

Date type 03 Service Computation Date, the date either actual or constructed by
crediting service, used to determine annual leave accrual. For an employee with no
creditable NAFI or military service, the service comp date is the effective date of the
employee’s first Federal civilian appointment. For an employee with prior creditable
service, the service comp date is constructed by totaling the days, months, and years of
the employee’s creditable civilian and military service and subtracting that total from the
effective date of the employees most recent appointment. When service credit of 4 years,
3 months, and 3 days is subtracted from the date, 1998-10-12, the result is 1994-07-09.
Thus, the service comp date will then be 07-09-1994.

Date type 06 Ret Plan Eligibility is used for benefit retirement plan eligibility. This date
will populate from the new hire action and will be one year from date of hire. This date

will require updating when an employee changes from a Flex position to a Regular Full
Time position.
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Date type 07 NAFI Computation Date, the date either actual or constructed by crediting
service, used to determine Regular NAFI employment length. For an employee with
prior creditable service, The NAFI computation date is constructed by totaling the days,
months, and years of the employee’s creditable Regular NAFI service and subtracting
that total from the employee’s most recent appointment.

If there are any changes to the information shown on this infotype, make the

changes, press the Enter key, or click the green checkmark icon to validate the
record and then Save it. You will now go to Create Monitoring of Dates.

Infotype 0019 — Create Monitoring of Dates.

™ Create Monitoring of Dates

Infotype Edit Gobto  Extras  System  Help

Gl  Slol¢esce2ny anaaBR| @

R
Personnel no 3 Name Iwilsun .. Status Active
EE group IE ML Personnel ar 1287 Morthwest Region MR
EE zubgroup lﬁ Reg Full Time 55N
Date
Taszk type Detail-Temp Aszsign j
Dale B4 /1572081 ﬂ Processing indicator Mew task j

Bemind,
F

Fieminder date

I—
Lead/follow-up time I— I I_

C:

The fields in this infotype are self-explanatory and can be filled in directly or by using the
drop down arrows to aid in the selection. In our example, the task type has been filled by
using the drop down arrow and selecting “Detail — Temp Assign”. We have also entered
the date the action becomes effective, and entered the processing indicator “New task”.
We could also have used the Comments section to write in any free text remarks needed.

Press the Enter key or click the green checkmark icon to validate the record and

then Save it.

Human Resources 42



Other Personnel Actions

After saving the previous infotype the following one will appear:

Infotype 0006 — Addresses Emergency Contact

™ Copy Addresses

Infotype Edit Goto Extras  System  Help

||| Oce@CHE anaaBE| @
|lam s
Ferzonnel no I . M ame
EE aroup IT M, Perz. area W Maorthwest Begion kiw/H
EE zubagroup Iﬁ Feg Full Time S5H ] | Statug Active
Frarn Im ﬂ b Im
~Address
Address bupe IEmergenc_l,l Contact j
clo [JAMES WILSON
Address line 1 |1 EE CED&R STREET
City/zoLimty IJ.&EKSDN\-"ILLE
State/zip code |T Flarida W
Country key ILIS.-’-‘-. j
Telephone number |904 [125-5648
Comrmunications I I I
[ |
[ |
[

If information has not changed, just save. Press the Enter key or click the green

@

checkmark icon to validate the record and then Save it.
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Infotype 0007 — Planned Working

™ Copy Planned Working Time

InFn:nt':.fpe|E|:|it Goko  Extras  Swstem  Help

||| 0@ CHME anan BE| @

“ E B ‘E 'W'u:urk zchedule
Fersonnel no I b M ame |

EE group IT M, Perz.area |1 287  Morthwest Region ki
—
EE zubgroup Iﬁ Feg Full Time S5H ) Statuz Active

Frarm I[‘IBFEH!EH[H Ta |12f31f9999

~Work schedule rule

Wiork schedule rule Wﬂ
~Working time
Employment percent Im
Daily working hours Iﬂ
Weekly working hours Im
kanthly working hrs IW
Annual working hours Im
Wweekly workdays Iﬂ

Enter the new Work Schedule Rule for the employee. Press the Enter key or click the

green checkmark icon ‘ @ to validate the record and then Save it.

You will receive warning message to check the basic pay infotype 0008. Move through
this warning message by pressing the Enter key and continue saving the new work
schedule rule.
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Infotype 0008 — Create Basic Pay

™ Create Basic Pay
Infotype Edit Goto  Wage bypes Extras  System  Help

@ || TBcee DHME 0o AR @

Q a A? | Salary amount F'a_l,lments and deductions

Perzonnel no i Mame Eva Wil. Status Active
EE group E ML Perzonnel ar 1287 Morthwest Region Mwh
EE subgroup ,ﬁ Fieg Full Time 55N I
Fram [84/15/26801 ﬂ to |12f31f9999
Pay zcale
Fieazon IE Increase in responsibility Cap.util. 1l 188.088
Type [61  MawyMwR WikHrs/period 80.26 |Biweekly
Area [os  acia
Group [N 02 glevel [0t Annual salary [ 20,346.00 |USD
Wag4 ‘Wage type name Of Amount Curreng Ing Ad Mumber Lnit
181 8|Hourly R ate - MWwWH 9.75 |UsSD ~
r
r
Kl [
IV [84/15/2081 - [12/31/9999 il_)" 9.75 |usp

Enter any new basic pay information due to the position change of the employee. Press

the Enter key or click the green checkmark icon‘ @ to validate the record and then
Save it.
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Infotype 0009 — Copy Bank Details

™ Copy Bank Details
Infotype  Edit

Goto Extras  Swstem  Help

| || JBeeeLHE anaa BB @
|lam 2

Perzannel no I—' M ame [——

EE group IT M, Pers area Iﬁ Morthwest Begion kwWH

EE subgroup Iﬁ Feqg Full Timme S5M [— Statusg Active
Fram Im ﬂ b Im

Bank details

B ank. detailz type IMain bank. j

Payee |Eva wLSON

Postal code/City |32212 [JACKSONVILLE

B ank country ILIS.-’-‘« j

Bank key IEBHBBEE?E FIRST SOUTH CU

Bank account number |1 L260489 Bank contral key IH

Payment method [T EFT(acH]

Fayment currency usp

Note: If the bank information does not change, DO NOT save this
record, right arrow through.
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Infotype 9001 — Copy DOD/MWR Specific Data

™ Copy DOD / MWR Specific Data

Infotype  Edit Goto  Extras  Swstem  Help

-2 fEecee LHE DD BE®
[=REP
From I|ﬂB.'3l]i2ﬂﬂ1ﬂtn |12,31,9999

Locale Information

DOD MAF! organization code IM Marwy MAF]

Dty station lacation Im Jackzorwille, FL
MAF personnel office identifier Im Jacksonville, FL

LoD MwWR activity code IE Mone of the above

U5A Funding Under MOA
US4 indicator

Mot covered under LS8 MOA,

=]

Miscellaneous

Wwhelfare to work hire code Hired on or before March 7, 1997

DOD dependent-zponzar relationzhip Mat applicable. Mot a dependent of a sponsar.
Person higpanic categony code Mot applicable
Person designator bype code Social gecurity number

Off duty rilitary code Ma; nat a milikary member on active duty

T EEle ]

Source of recruitment

You must change all applicable information due to the position change
action.

Press the Enter key or click the green checkmark icon to validate the record and

then Save it.

47 Human Resources



Other Personnel Actions

Infotype 0171 — Copy General Benefits Information

™ Copy General Benefits Information

Infotype Edit Goko  Extras  System  Help

@ || fBCceQ@CHE anaa BE @
[EEEP
Perzonnel no I wew M amne IEua Wil Status Active
EE group E HL Perzonnel ar 1287 Horthwwest Region M
EE subagroup Iﬁ Req Full Time S5M

From [our15/2001 2| o0 [12/31/9000

General Benefitz Information

Benefit area W Mavy [MwR]
1st Program grouping ISE Seattle
2nd Frogram grouping FULL Full-Time

No data entry is required. Information will be populated based on the position
information. However, this record must be saved.

g

Press the Enter key or click the green checkmark icon to validate the record and

then Save it.
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Infotype 0378 — Adjustment reasons

™ Create Adjustment Reasons

Infobype  Edit Goto Extras  Swstem Help

|& | B ee@CHE anaa @A @
laa.e

FPersonnel no I MName IWilSDn .. Status Achive

EE group E ML Personnel ar 1287 Morthweszt Fegion kywH

EE subaroup Iﬁ Fiea Full Time 55N

Fram [ou/15/2001 o [1273179999] |

Benefit area INav_l,J (MR
Adjustment reazon IF'Dsition Change j

The field “Adjustment Reason” will already be filled in based on the Position Change
action. No entry is required. However, the record must be saved.

Press the Enter key or click the green checkmark icon to validate the record and

then Save it.

The Personnel Action Screen will be shown and the user receives the message “Record
Created”.

This process is now completed.

Note: If an employee is now eligible for benefits, follow the
documentation for benefit enrollment.

49 Human Resources



Other Personnel Actions

z Process a Cash Award/Lump Sum Payment

This procedure describes the steps necessary to process a lump sum cash award through
the SAP Human Resources system. Verify that you have all the approving
documentation before starting the process. You will need a performance evaluation with
two approving signatures and the award amount. This process will be carried out at
some time other than during the annual appraisal period. The annual appraisal
process also allows the awarding of a cash award.

Note: Email PAR to ADP payroll person for Cash Award Lump Sum

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTION

Transaction Code: PA40

™ Perzonnel Actions

HE Master Data Edit Goto Extraz  Utliies  Settings  Sestem  Help

&l Decoe|CHE D000 A @
|©
Personnel no. Iﬁ
MNarmne |nndrem Anderson
EE group IE MF Pers. area W Morthwest Region M4WwH
EE zubaroup Iﬁ Rea Full Time Coszt center |J+2B COMCOURSE FCO..
Frarm I—
Achon type Personnel arl EE group EE subgrou i
Rehire Z
Leave of dbzence
Returk fram Leave of Absence
Adiustment in Pay ||
Retiramatt —I
External Hire
External Separation
Annual Sppraisal
/> A =1
I We have clicked on this o A
“L box to highlight the
(_action required. B,

We have chosen Mr. Andrew Anderson to receive this lump sum cash award. We
entered his personnel number directly into the field requesting the number.
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Field Name Description R/O/C | User Action/Values
May be entered directly or
Personnel Number | Employee Number R searched for using the drop
down arrow.
The date of the Enter the first date of the pay
From lump sum payment R period that the amount is to be
paid.
Highlight the Cash | This is an entry in There is a small box to the left
Award Action the action type R of the text describing the
listing action. Click on the box to
highlight.

Click on the Execute button @ .

The cash award action has been started and the applicable infotype will appear as shown
below.

Copy Actions

nfotype  Edit Goto Estraz  System Help

< || Flweece DM anan Ea

fa @ ‘2 | @ Execute info group f Change info group

Pers.no. -
M ame Andrew Anderson
EE group IE MF Perzonnel ar 1287 Morthwest Region tWwh
EE zubgroup FT FRegFul Time S5H e e e
Fram 81/25/720m1 ta |12!31f9999
Personnel action
Action type IEash Award £ Lump Sum Papment j
i 7 —
Fessonla scon I
Status Action Z2H
Act.type Cash Award / Lump Sum Payment
Employment IActive
ActR [Hame of reason for action
DOrganizational assignment ﬂ1l Cash Auward
Position 18001244  Snack Bar Technician (82 | (Annual Leave
Personnel area 1287 Morthwest Region MwH
Employee group IE MNF
Employee subgroup F Feg Full Time wl $|Gﬂ| Dl@l &l xl
Additional
Start date Act. | Action type ActR | Reazon faction E‘
01./25/2001 Z0 Mew Hire m Mew Hire -
1 DI
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The screen above shows only one field available for data entry. The small window shows
the only acceptable entry, O1 — Cash Award. Click on the Green check mark icon on the
window and the entry will be copied on to the infotype. Save the transaction and the next
screen in the transaction series will show.

™ Create Additional Payments

Infotyvpe Edit Goto  Extras  Swstem  Help

& R eee oMk anaalRE| @
ldmsl®

Fersonnel no I 4261 MHame ISHI]I]P'u' TEEL

EE aroup IE MF Ferz.area 1353 MWRE MID-ATLAMTIC REGION

EE subgroup Iﬁ Reg Full Time SSM ) ; Statug Active

Additional Payments

Wage lype Ih aza ﬂ Cazh Bonus
|

see.eofusp |

Amount

[rake of arigin IBE!26I2BB2

Field Name Description R/O/C | User Action/Values

Wage Type Used for payroll R “1020” will default. Do NOT
processing change.

Amount Dollar amount of R Enter the amount of the bonus
the cash bonus

Date of Origin The date the amount R Enter the first day of the pay
is to be paid period that the amount is to be

paid.

Save the transaction by clicking the Save icon . The result is that the infotype 0015
— Additional Payments is created and the action is complete. A PAR will be created to
show that the employee received a cash award.

Enter dollar amount of cash bonus in “Remarks” section of PAR before
emailing to payroll. Review the instructions for emailing the PAR to
payroll. Email PAR to ADP payroll person.
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z Process the Annual Appraisal Documentation into SAP

USE THIS PROCESS ONLY FOR ANNUAL APPRAISALS

BEFORE YOU BEGIN THE ANNUAL APPRAISAL VERIFY THAT
THERE ARE NO OTHER ACTIONS ALREADY CREATED WITH
THE SAME DATE AS THE ANNUAL APPRAISAL

USE PA20-DISPLAY -TO VERIFY

This procedure describes the steps necessary to process the annual appraisal (Evaluation)
documentation through the SAP Human Resources system. This process will be carried
out during the annual appraisal period. The annual appraisal process allows the awarding
of a cash bonus as well as an increase in pay to certain classes of employees. However,
the key part of the appraisal process is to inform the employee and to document their
progression toward becoming a more valuable part of the organization.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

™ personnel Actions

HR Master Data  Edit Goko  Extras  Ukiities  Settings  System  Help

| &[] FHeeeDHE o0 PR @
|®
Personnel no. I A
Marme I__ RS
EE group IE MHF Pers.area 1287 Morthwest Region MwWH
EE cnfbiran [FT FegFul Time T u28 CONCOURSE FC.O.
Fram |c12;2w2:m1|ﬂ
Actioh type Perzonnel art EE group EE zubarou m
Separation |+
Rehire
Leave of Absence j

Return from Leave of Absence

A djustment in Pay

Retirement

External Hire

Extemal Separation

&nnual Appraisal

Cash Award / Lump Sum Pavment

Activity Transfer =

o | ]
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We have picked the employee ready for his annual appraisal, Mr. Andrew Anderson,
Personnel No. 624 by directly inputting the number. Enter the first date of the pay

period after the approving official signs and updates the appraisal and clicked the

small box to the left of the text describing the action type, Annual Appraisal.

We now click the Execute icon

™ Copy Actions

Infokype Edit Goto Extras  Sysktem  Help

to start the recording of the results of the appraisal.

@ || B cee DMk anaaBAR @
“ @ B A? | @Execute info graup 49 Change info group

Pers.ni. I w_-"
Marme [, [
EE group IE HF Perzonnel ar |1 287 Morthwest Regiot M4wWR
EE zubgroup lﬁ Feg Full Time S5M I
Fram IB2I2BI2BB1 ta Il]3/3l]/2l]l]1

Personnel action

Action type IAnnuaI Appraizal j

Reason for action Iﬁﬂ
Status R\

E mployment Ilnactive\ j
Organizational assignment

Pozition |1 aaayaz2s

Personnel area 1287

Employee group IE

Employee subgroup FT

Additional actions

Start date Act | Action bype ActR | Reason | action

0272042001 2 Multiple Position Az sighment \ o1 Multiple Pozition Assignment

-

o 1

[*]

\

In the Personnel Action section of the screen, we must ente\rthe reason for the action

using the drop down arrow to select “Annual Appraisal — 01”

Press the enter key ‘ @ to validate the entries and then click the Save icon - =

Human Resources 54




Other Personnel Actions

The infotype 0025 — Create Appraisals screen appears:

™ Create Appraisals

Infotype Edit Goto  Extras System  Help

& || B o DMK anaa BE @
EH B2
Personnel no M arne KATHLEEH DECEHT
EE group E MFE Perz. area 79288 MwR HEADQUARTERS
EE subgroup F Fieg Full Time S5M Status Active
Fram |'11!B1f2l]l32ﬂ to |1Bf31..|’2l363
Appraisal
Appraizal criterion wieighting Fointz Total
a1 Owerall Appraizal 1.88 o .88
I a.8a a.aa
I a.8a a.aa
I a.8a a.aa
I a.8a a.aa
| EICL | | G
Total points I .88
Appraizal attributes
Appraiser IJ ohin Sraith Appraisal date |1 178172002
Field Name \ Description \ R/O/C \ User Action/Values

Note: Due to conversion, all begin dates cannot be prior to your conversion date.

Otherwise, enter the actual from and to dates.

From Date The beginning date R This date will default to the
of the appraisal. begin date of the action. It may
be changed, but cannot be prior
to the conversion date.
To Date The end date of the R Enter the end date of the
appraisal appraisal, normally one year.
Appraisal Value will default to R Will default to 01- Overall
Criterion 01 Appraisal
Points The score of the R Enter the score from the
employee’s appraisal form.
appraisal.
Total Points Will be calculated R See below for evaluation rating
by the system points.
Name of Appraiser | Name of the R Enter the last names of the 1*
appraiser and 2" level appraisal officials.
Appraisal Date Date the appraisal R Enter the date the employee

was approved

signed the appraisal.

5 = Outstanding, 4 = Highly Satisfactory, 3 = Satisfactory, and 0 = Less than Satisfactory.

Press the Enter button

55

or key to validate the entries.
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Save the transaction by clicking the Save icon.

. The system automatically rolls to
infotype 19 — Monitoring of Dates.

Infotype 0019 — Create Monitoring of Dates

™ Change Monitoring of Dates

Infokype Edit Goto  Extras  Swstem  Help

@l D Beee MK anaa @A @
iEREP
Perzonnel no — M ame IRHDHEW .. Status Active
EE group IE HF Perzontel ar 1287 Morthwest Region MWwR
EE subgroup Iﬁ Feg Full Time S5M .
Chng |61/30/2801 [HQ_P657F2 Z |
Date
Tazk lype IAnnuaI E valuation j
Date |ﬂ2.f2 a/2882 Processing indicator Mew task j
Reminder
Reminder date |B1 729728082
Lead/follow-up time I I I_
Comments
Annual Appraizal Due in Februam

The information for task type and dates default from other infotypes. Select | @ | and
M

save using

The next infotype that must be completed is 0008 — Create Basic Pay.

Screen: 0008 — Create Basic Pay
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™ Create Basic Pay

Infotype Edit Goko ‘Wage bypes Extras  System  Help

|l Dleee MK noan @A @

“ E B ﬁ | Salary amaunt F'a_l.JmentS and deductions

Perzonnel ho I - F t ame IHFITHLEEH DECEHNT
EE aroup IE MHF Pers.area I?'? 8 MwR HEADQUARTERS
EE subagroup IE Flex Continuing 55N Status Active
From o7 1us2002 2|10 [1273179999
-Pay scale
Fieasan Iﬁ Mo reazon Cap.util.l+l |1 Ad.Aaa
Type [01  Mawymwr wikHrs/period ["80-26 [Biweskly
frea [o1  acoss
Graup [WF 03 Level [0 Arrual salary | 31,823.08 |usp
wage Wage type name Op Amount Currendg Ing Ad MNumber Unit
1818 Hourly Fate - kWwWH 15.25Ush |1 |F
uso r
uso r
1| L]
1u [08/14/2002 - [12/3179999 4| b | @.e8 |usp

Use reason code for Annual Appraisal. Select by using drop down arrow. Complete
group based on Employee Position. The amount to be entered will be the new appraisal
rate, or the employee’s previous rate is no increase is given.

You can save this screen with the same basic pay if no increase is being
given, BUT you must always save the basic pay record with an annual

appraisal.

Press the Enter button ‘
)

to validate the entries. Save the transaction by clicking the

Save icon.

The next infotype is infotype 0015 — Create Additional Payments. This is used to
make a one-time payment to the Employee.
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If a bonus is not being given right arrow @l to the next infotype

Create Additional Payments

™ Create Additional Payments

Infokype Edit Gobo  Extras  Swstem  Help

& | JBjcece Sk anaa FF | @
lam2l®

Perzonnel no I | M amne: IHFITHLEEH DECEHT

EE group IE MF Perz.area I?':"l-]l-] k'R HEADGQUARTERS

EE zubgroup GG Flex Continuing S5M 3 Statuz Active

Additional Payments

WWage type ||1 az2a ﬂ Cash Bonus
|

250.80 |usD |

Aot

[rate of cnigin I[‘IB..H Lh/2aaz2

Field Name Description R/O/C | User Action/Values

Wage type Type of payment R Enter 1020 Cash Bonus or
select using drop down arrow

Amount Dollar amount R Enter dollar amount of payment

Date of origin Date of payment R Defaults based on action date

This completes the actions needed for annual appraisal. If cash award is given, follow
instructions for printing hard copy and emailing PAR.
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z Process an Adjustment in an Employee’s Pay

Note: Promotions are to be processed under Change in Position Action

This procedure describes the steps necessary to process an adjustment in pay through the
SAP Human Resources system. Adjustments in pay are made for the following reasons:

ActR |Hame of reason for action

&

E1 Mew Pay schedule change
a2 Change pay rate

83 |(COLA increase

84 (Change in responsibility
A5 Correction of an error

Be sure that you have all the appropriate, approved back-up documents, i.e., for merit
increases, a performance evaluation with two levels of approval; for schedule changes, an

approved pay schedule and the Commanding Officer’s approval to give the pay increase,
etc.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40
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™ personnel Actions

HR Master Data Edit Goto Extras  Utiities Settings Swstem  Help

@ | Imcee LMk DDo0 | ERA @
@
Personnel no. l, ue ﬂ
Mame |Royer , Rebecca Deidre
EE group E ML Pers.area |128? Morthwest Region kWH
EE zubgroup Iﬁ Fieqg Full Time Cost center LiTi GALLERY GOLF PR..
Fram |l32f15f2l]l]1
Action type Personnel art EE group EE subgrou ﬁ
Mew Hire =

Change in Position

Multiple Position Assignment

Separation
Fiehire

Leave of &Absence

Fieturn fram Leave of Absence

A djustment in Pay

Retirement

External Hire:

External Separation

Kl | [

We have chosen the employee by directly entering the Personnel Number 162, Ms.
Rebecca Royer, we have highlighted the action we wish to process “Adjustment in Pay”
and we want this adjustment to be effective from the first day of the payroll period.

Click the Execute button
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The resulting effect is to start the recording of the adjustment in Pay. The first screen, as
shown below, is the Copy Actions infotype and the only entry allowed here is to enter the
reason for the pay adjustment using the drop down arrow. For example, the reason is
shown as 02 — Change Pay Rate.

Copy Actions

™ Copy Actions

Infotype Edit Goto Extras  System  Help

& Ecee MR anan BRE| @
“ @ @ A? | @Execute info group f Change info group
Pers.no. I
M arne |Ruyer , Rebecca Deidre
EE group E ML Perzonnel ar 1287 Morthwest Fegion Mwh
EE subgroup lﬁ Feqg Full Time S5H I_-. —
Fram |82f15f2l]l]1 to |1 273179999
Personnel action
Action type IAdiustment in Pay j
Reazon far action Eﬂ
Status
Employment IActive j
Organizational ig it
Paosition 18063383 Greenzkeeper
Perzonnel area 1287 Morthwest Fegion kwR
Emplayee group E ML
Employee subgroup lﬁ Fieg Full Time

Additional actions

Start date Act. | Action type ActR | Reason faction E|
] L] |
Press the Enter button ‘ or Enter key to validate the entries. A warning message

appears, “Record will be delimited”, Select the ‘ @ to acknowledge the system
]

message. Enter and save the transaction by clicking the Save icon.
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Infotype 0000 is created and infotype 0008 — Create Basic pay will be shown.

Create Basic Pay

™ Create Basic Pay

Irfotype Edit Goto ‘Wagetypes Extras Swstem  Help

@ | FBecae 2K DL | PE@
o &2 | Saalary amaunt Fayments and deductions
Ferzonnel no 0 I ame IRDyEI‘ 5o Shatus Active
EE group E ML Perzonnel ar 1287 Maorthwest Region Mwh
EE subgroup Iﬁ Reg Full Time S5M ‘
From ||l]2f15f2l3l]1 ﬂ to |12f31f9999
Pay scale
Feason I_ Mo reason Cap.util vl 188.88
e [B1 Nawymwn WhkHrs/period 80.26 [Biweekly
frea [ez  ac14
Group [N on glevel [0z Annual salary [ 23,476.00 |usSD
Wagel “Wage type name Of Amount Currend Ing Ad MNumber LIt
181 8 Houwly R ate - MwWH 11.25/Usp |1 |¥
r
-
| [+
1v [02/15/2001 - [12731/9999 4| p || 6.80 |USD

We have changed the Hourly rate of pay to 11.25 to reflect the Increase in pay

Field Descriptions R/O/C User Action/Value
Name
Reason Reason for this change in R You may use the dropdown menu
the infotype for your selections
Type User defined R Will default in Navy MWR
Area User defined R Will default in the area
Enter the employee’s group using
Group User defined R the drop down menu to select.
User MUST verify for accuracy.
Will default based on the entry in
Level Level of Pay R the group field. User MUST verify
for accuracy.
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Hourly Enter the hourly rate(s) or have the
Rate rate(s) default if the annual salary
Wage field is populated.

types: Enter correct rates for each R Note: NA, NL, & NS groups will
1010 = wage type listed populate hourly rate. NF and
Hourly CC wage rates must be entered.
rate

Annual Annual Salary R This field will default as no entry
Salary is allowed.

Capt util. | Used for annual salary R The field defaults “100” Note:
Lvl calculation This field must NOT be changed.
Work/Hrs | Work hours in a period R This field will default in.

Period

Press the Enter button

or key to validate the entries. The system generates a

warning message, “Record will be delimited”, Click to acknowledge the message.

Save the transaction by clicking the Save icon.

Infotype 0008 is validated and the next screen Infotype 0019 — Monitoring of Dates is put
into the action.

™ Create Monitoring of Dates

Infotype Edit Goto Extras System Help

gl = FlODeae oMy anan EE @

E:
Personnel no 162 Mame Royer ,.. Status Active
EE gioup E HL Personne | ar 1287 Morthwest Region MWR
EE subgroup Iﬁ Feg Full Time SEN :
Date
Task type Step Increase 'I
Date 82/15/72802 Processing indicator New task f2

Reminder

Reminder date

l—
Lead/fallow-up time l_ I—

C

Mext Step Incieaze due

Enter button
complete.

or key, and save the transaction. The Adjustment in basic pay action is

Follow the instructions in Chapter 3 for printing and/or emailing PAR.
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z Process a Step Increase
Note: Promotions are to be processed under Change in Position Action

This procedure describes the steps necessary to process an adjustment in pay through the
SAP Human Resources system. Adjustments in pay are made for the following reasons:

ActR |Hame of reason for action

[
E1 Hew Pay schedule change
a2 Change pay rate

a3 COLA increase

84 |Change in responsibility
a5 Correction of an error

Be sure that you have all the appropriate, approved back-up documents, i.e., for merit
increases, a performance evaluation with two levels of approval; for schedule changes, an
approved pay schedule and the Commanding Officer’s approval to give the pay increase,
etc.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

™ personnel Actions

HR Master Data Edit Goto Extras  Utiities Settings Swstem  Help

@ || JHee@ CHME aDLAD EEA @
@
Personnel no. I ﬂ
MName |Royer , Rebecca Deidre
EE group E ML Pers.area |128? Morthwest Region kWH
EE subgroup Iﬁ Fieg Full Time Cost center |669 GALLERY GOLF PR.
Fram |l32f15f2l3l31
Action type Perzonnel an EE group EE subgrou ﬁ
Mew Hire |~

Change in Position

Multiple Pasition Assignment

Separation
Rehire

Leave of &Absence

Return from Leave of Absence

A djustment in Pay

Retirement

External Hire

External Separation

kil [+]
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We have chosen the employee by directly entering the Personnel Number 162, Ms.
Rebecca Royer, we have highlighted the action we wish to process “Adjustment in Pay”
and we want this adjustment to be effective from the first day of the payroll period.

Click the Execute button

The system will roll to Infotype 0000 — Copy Actions. The only entry allowed here is to
enter the reason for the pay adjustment using the drop down arrow. For example, the
reason is shown as 02 — Change Pay Rate.

Copy Actions

™ Copy Actions

Infotype Edit Goto  Extras  System  Help

@ || CBecee DMk anwan DA @
=l @ A? | @ Execute info group @@ Change info graup
Pers. no. I
Mame |Royer , Rebecca Deidre
EE group E ML Personnel ar 1287 M orthiwest Region MW
EE subgroup FT RegFul Time 55N
From IB2!15!2BB1 to |12I3119999
Personnel action
Action type IAdiustment in Pay Ll
Fieazon for action Eﬂ
Status
E mployrnent IActive LI

Organizational assignment

Position 18883383 Greenskeeper

Personnel area 1287 Morthwest Fegion MwH

Employes group E ML

Employee subgroup FT Feqg Full Time

Additional actions

Start date Act. | Action lppe Acth Feason [.action ﬁ|
-

Cl | [ |

Press the Enter button ‘ @

v

or Enter key to validate the entries. A warning message

appears. Select the

to acknowledge the system message. Enter and save the
|y

transaction by clicking the Save icon.

Infotype 0000 is created and infotype 0008 — Create Basic pay will be shown.
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= Create Basic Pay

Create Basic Pay

Infotype Edit GSobto Wage bypes  Extras  Syskemn Help

EH B 2 | Salary amount Fapments and deductions
FPersonnel no Tl Hame IRDyEI‘ o Status Active
EE group E ML Persannel ar |1 287 MHarthweest Region MWwH
EE subgroup FT RegFul Time S5M
From Bz /15,2801 ﬂ ko |12/31f9999
Pay scale
Feazon I Mo reazon Cap.util. 1 1868.88
Type |B1 M avy bR ik Hrzsperiod BO_24 IBi-weekI_l,J
Area |83 A 141
Group INL au il,evel ||32 Annual salam | 23_ 476.88 [usD
wWags “wage lype name 0O Amount Currens Ing Ad Mumber Init
1818 Hourly Rate - MwWH 11.25|UsD 1 (=
—
—
<1 [
v [ez/a57z001 - [1zr3179999 4| P || a.88 [usp

We have changed the Hourly rate of pay to 11.25 to reflect the Increase in pay

Field Name Descriptions R/O/C | User Action/Value

Reason Reason for this R You may use the dropdown
change in the menu for your selections
infotype

Type User defined R Will default in Navy MWR

Area User defined R Will default in the area

Group User defined R Enter the employee’s group
using the drop down menu to
select. User MUST verify for
accuracy. .

Level Level of Pay R Will default. User MUST verify
for accuracy.

Hourly Rate Enter correct rates R Enter the hourly rate(s) or have

for each wage type the rate(s) default if the annual

Wage types: listed salary field is populated.

1010 = Hourly rate Note: NA, NL, & NS groups
will populate hourly rate. NF
and CC wage rates must be
entered.

Annual Salary Annual Salary R This field will default.

Capt util. Lvl Used for annual R The field defaults “100” Note:

salary calculation This field must NOT be changed.

Work/Hrs Period Work hours in a R This field will default in.

period

Human Resources

66




Other Personnel Actions

Press the Enter button ‘ or key to validate the entries. The system generates a

@

warning message. Click to acknowledge the message.

Save the transaction by clicking the Save icon.

Infotype 0008 is validated and the next screen Infotype 0019 — Monitoring of Dates is put
into the action.

™ Create Monitoring of Dates

Infotype Edit Goto Extras System Help

Gl -0 ¢caaDuE anaa BE| @

HEAL
Personnel no 162 Name Royer ,. Status Active
EE group 2w Personnel ar 1287 Northwest Region MR
EE subgioup [FT Fleg Full Time 55N
Date
Task type Step Increase ~
Date 02/15/2002 Processing indicater New task ~

; Reminder

Reminder date

—
Lead/folow-uptine [ [

Comments

et Step Increass due

We have entered the Task Type, which was the “Step Increase” type of task; “New
Task” defaults Processing indicator and entered some comments regarding when the next
step increase is due. If no entry is required, “right arrow” through this screen. Press the

Enter button
complete.

or key, and save the transaction. The Adjustment in basic pay action is

Follow the instructions in chapter 3 for printing and/or emailing PAR.
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/ NOTE: Enter the last day worked as the date of the action. The system
/ will roll to the next date for the termination date. Enter information in
remark section of PAR.

z Process a NAF Employee Separation

This procedure documents the steps required to process an employee due for separation
for any reason.

This action uses the copy mode for several infotypes. It is important that you remember
that information that has defaulted in the fields pertains to a previous action and some
fields may need to be changed to reflect the current action.

After you have entered your changes to an infotype and used the Enter key, you should
receive a warning telling you that the previous record will be delimited. This verifies that
you want to make the change and that you have changed the From date to reflect that
your record will now be the current one. You may proceed through the message by using
the Enter again and you will then be prompted to Save your record

Menu path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40
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™ Personnel Actions

HE Master Data Edit Goto Estras  Utlities  Settings  Spstem  Help

|l G IET TR =l )
2
Personnel no. :'J—A
M arre IHNDREW AHDERSOH
EE group IE MF Pers.area W Morthwest Region kwh
EE suftigionp [FT RegFul Time Ciass @l 428 CONCOURSEFCO.
Fram Im
Action bype Personnel an EE group EE zubgrou ﬁ
New Hire: z
Change in Position / Transfer |—
Multiple Positioh Aszsighment
Rehire
Leave of dbsence
Return from Leave of Absence
Adjustment in Fay
Retirement
External Hire
External Separation =]
J 1 [+]

Field Name Description R/O/C | User Action/Values
Personnel Number | The system R Enter the personnel number, if
generated Personnel known. Use the dropdown
ID Number arrow to aid in the selection.
From date The date the action R Enter the last worked date.
is effective The date for separation will
roll to the next day.
Action Type The type of action R Select and highlight the
that is to be Separation action.
performed

Select the Execute icon

The system will roll to Infotype 0000 — Copy Actions
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Copy Actions

Infolype  Edit Goto Extras  Sypstem  Help

& | A lcece|CMmE awaa R @
(6= == R | (¥ Execute info group @ Change info group
EEan;rEDup [ wF Personnel ar [Azs7 Morthwest Region bR
EE subgroup F Fieg Full Tine S5
From [6s/31/2001 o [127817999%
Auction tppe [Separation =1
Reason for sction [o3
Employrnent [Fenitbuctr o =1
DOrganizational assignment
Ermplnyas o i P
Employes subgroup ,I[—Rﬂ Fea Full Time
Start date Aot Action tupe acth Reaszon f.action ;
rl | Gl
Field Name Description R/O/C | User Action/Values
Action Type Separation R This field will default in
Reason for Action | The reason the R Use the drop down arrow to
action is being aid in the selection.
performed
Employment User defined R This field will default in with
“Withdrawn”
Position User defined R Blank out position number
Personnel Area The assigned area of R This field will default in
the position within
the organization DO NOT CHANGE
Employee Group The group of R This field will default in.
employees that the MUST be changed to “T”-
individual has been separated.
assigned to
Employee The assigned R This field will default in.
SubGroup subgroup for the MUST be changed to “TR”-
employee terminated.
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Press the EnterJ

You will receive a message that the previous infotype will be delimited.

Press Enter‘ again.

The Create Vacancy informational window will appear. Select the “Yes” button and Save

the transaction.
date.

. If necessary, change the date on this window to the termination

-H Create Yacancy |

5 10004025 Food Service Wiorker

Create on [e3/31/72001 4|

Yes | Mo | % Eancell

Save the transaction by pressing the Save icon
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The screen will roll to Infotype 0001 — Copy Organizational Assignment.

™ Copy Organizational Assignmenkt
Infokype  Edit Goko Extras  Swskemn Help

|@ | CiBcee MK anaa BE| @

‘ @ @ £| Org Structure

FPerzonnel no I 4261 M arne ISHI]I]P':' TEEL

EE group IE Retiree Pers.area |1353 bW MID-ATLAMTIC REGIOMN

EE subgroup RT FRetiree 55N I Statuz Wwithidran
Fram ||B5!l32f2llﬂ2 ﬂ (s |12!3119999

r Enterprise structure

CoCode |1353 MwR MID-ATLAMTIC REGIOM
Pers.area |1353 Mwh MID-ATLAMTIC REGIOMN Subarea |1 ay2 MORFOLK

Cost ctr |1 567 A M5 CEP-58 Gv'M FRG

rPersonnel structure

EE group IT Separated Papr. area IMFI Mid-Atlantic Region
EE subgroup ITR Terminated

r Orgamizational plan

Pozition W Integration: default posi
Job key Im Recreation &ide [Gyrn]
E wempt Iﬁ

Ora. unit Im Athletics

Org.key [1842
Field Name Description R/O/C User Action and Values
Co Code Company Code R This field will default in.
Pers Area Personnel Area R This field will default in.
Cost Ctr Cost Center R This field will default in.
Subarea Personnel Subarea R This field will default in.
EE Group Employee Group R This field will default in.
EE Subgroup Employee Subgroup R This field will default in.
Payr Area Payroll Area R This field will default in.
Position Position number R This field will default in.

All of the fields will default in. Validate the entries and Press the Enter key‘ @ . You

will receive the warning “this entry will delete a record”. Press the Enter key ‘ @ .

=l

Save the transaction by pressing the Save icon
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The system will now show Infotype 0008 — Display Basic Pay as shown below:

™ Dizplay Basic Pay

Infotppe  Edit Goto Wagelypes Extraz  System  Help

@ | AT e@a CHE DL BER @

@ @ g | Salary amount F'ayments and deductions

Personnel no —'4 Marmne W Status Inactive
EE group IE MF Perzonnel ar E Morthwest Region kwH
EE zubgroup ,ﬁ Feg Full Time S5M
Fram 8272872801 to |12f31.f9999 Chng |B8278272801 IHI]_PﬁS?Fz
Pay scale
Reaszon Iﬁ Iid-pr merit/perform. increaze Cap. util vl m
Type IE Mary kWwiH wkHre/period 8B.26 IB irweekly
frea on  acie
Group W Lewvel lﬁ Annual salany I 41,214.88 (USD

W’ag4 Wwiage bype name Op Amaount Currend Ing Ad Mumber Uit 1
181 8|Hourly Rate - MR 19.75 |USD ¥ 8.08
| [»]
10 [02/20/2001 #/[1273179999 4| p | 19.75 [usp
Right arrow, using the next record icon, —_ through the Display Basic Pay screen.

The system will now display infotype 0006 — Create Addresses subtype 6 — Forwarding
Address.
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Infotype 0006 — Create Addresses subtype 6 — Forwarding Address. This screen must be
completed for a separated employee. Do not change the permanent address — only the
forwarding address needs to be created. If you change the permanent address the
employees’ taxes will be effected.

™ Create Addresses

Infotype Edit Goto  Extras  Syskem  Help
& || fIBecoe® Mk anaa AEA @

& A £| Foreign address

Personnel no W Marne W Status Active
EE agroup IE MF Perzonnel ar 1287 Morthwest Region MwhR
EE subgroup F Fieg Full Time S5M
Frorm m to Im
Address
Address type Forwarding Address ;I
cido
Address line 1 12345 5MITH LAME
Address line 2
City/zounty SEATTLE
Stateszip code ,W IW
Countiy key LSa, LI
Telephone number 368 m
Communications ,_
,_
,_
,_

Press the Enter key . Read the Record delimited warning message. Press the Enter

O
key again - =", Validate the entries.

The system will now show infotype 0171 — General Benefits Information. There are no
entries required for this infotype record but the dates must be verified and the infotype

saved.
®™ Copy General Benefits Information
Irfotype Edit Goto Exfras Systern Help
gl |e@e|amm|anaa|\®
H B2
Peisonnel no 817 Name HAE CA.. Status wfithdrawn
EE group |: CC Personnel ar 1287 Morthwest Region Mwh
EE zubgroup ,E Flex Continuing 55N ,
From 03/01f2001 |0 [12/31/9999
G | Benefits Inf
Berefit area W Mavy [MwR]
¢t Program grouping ISE Seattle
2nd Program grouping HBEH Mo Benefits

Save the transaction. . Record will be created. The system will return to the

Personnel Actions Screen.
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z Separation/Option B Retirement

Menu Path: HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction code: PA40

™ personnel Actions
HR Master Daka Edit Goto  Exkras  Utklikties  Sekkings Swskem Help

& |l Cmlee@ DM ananlb
|®
Persontel no. || ﬂ
Frarmn Iﬂﬂf1!l..l"2l-]l-]2
Action type Ferzonnel arf EE group EE =ubgrou

Mew Hire

Change in Poszition

fultiple Pozition Aszignment

Separation
R ehire

Leave of &bsence

R eturn from Leave of Absence

Adjuztment in Pay

R etirement

E=ternal Hire

External S eparation

Annual Appraizal

Cash daward # Lump Sum Payrnent

|E| Option B Resignation

ested MAF to GS

External Rehire

External Change in Fozition

Field Name | Description R/O/C | User Action/Values
Personnel Enter the number if known, or
Number EE number R search using the drop down
arrow
Enter the last date of work. The
From Date of action R day after this date will appear
on the next infotype screen.
Select Type of action that is to R Select the Option B Resignation
action type | be performed tab.
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Infotype 0000: Copy Actions

= Copy Actions

Infotype Edit  Goko

Exktras

Swstem  Help

& || e eae@ DHE anaa R @
“ qul @ ‘;% | @Execute info group ﬂ Change info group

Ferz.no. I F622

M arne ISTEPHHHIE JOHES

EE group IT s, Personnel ar I128? rMwR HORTHWEST REGIORN
EE zubgroup FT RegFull Time S5HM |

From [08/16/2002 2|1 [12731 /9990

r Perzonnel action

Action tppe

Feaszon for action

IDptiDn B Resignation ;I
|ﬂ1 Woluntary Fesignation

FPersonnel area
Employes group
Ernployees subgroup

r Status

E rnployrment I Inactive LI
r Organizational assignment

Faozition 99O Q rilitary Azzigned - Maypo

1819 MwF MMAYFORT
IT Separated
TR

I Terminated

Field Name Description R/O/C User Action and Values
Action Type Separation R No entry required
Reason for The reason for the You can use the drop down and
Action action R select the reason
Employment System default R This field will default in
Withdrawn status
Position User defined R Change to ©“99999999”
Personnel The assigned area of This field will default in
Area the position within R
the organization
Employee The assigned group This field will default in. You
Group of employees the R MUST change the EE Group
employee will be to “T”- Separated.
assigned to
Employee The assigned This field will default in. You
Subgroup subgroup for the R MUST change the EE
employee Subgroup to “TR” —
Terminated.
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Press the Enter icon ‘ . You will get the Record Delimited warning message. Press

the Enter icon‘ again. You will be warned to save your entries.

Press the Save icon . You will now see the next infotype in the separation action
series the Infotype 0001 — Copy Organizational Assignment.

™ Copy Organizational Assignment
Infotype Edit Goto Exiras System Help
el g eee 2HE/anaa @0 @
“ @"3 =@ 2 | Org Structure
Personnel no i2h Mame IEMMH HA.. Statuz Inactive
EE group F A Perzonnel ar 1287 Morthiwest Region k'R
EE zubgroup GG Flex Continuing S5M l
Fram Iﬂll.l' a3s2ae1 tar |1 273179999
Enterpnise structure
CoCode |1 287 MR COMMAVREG, MW,
Fers.area |1 287 Morthwest Region kMwWH Subarea 1174 E azt Sound
Cost ctr I A
Personnel structure
EE agroup IT Separated Payr.area IE_I’Iﬂ My Flegion
EE subgroup Iﬁ Teminated
Organizational plan
Fercentage |1 aa._e8a Agzighment
Pozition |99999999 Integration: default posi
Jab key IEI
Field Name Description R/O/C User Action and Values
Co Code Company Code R This field will default in.
Pers Area Personnel Area R This field will default in.
Cost Ctr Cost Center R This field will default
blank
Subarea Personnel Subarea R This field will default in.
EE Group Employee Group R This field will default in.
EE Subgroup Employee Subgroup R This field will default in.
Payr Area Payroll Area R This field will default in.
Percentage Percentage assigned R Must blank out
Position Position number R This field will default in
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999999.
Job Key Job key R This field will default in.
Exempt Exempt status R This field will default in.
Org Unit Organization unit R This field will default in.
assigned
Org Key Organization key R This field will default in.
assigned

Press the Enter icon ‘ . You will get the Record Delimited warning message. Press

the Enter icon‘ again. You will be warned to save your entries.

Press the Save icon . The “Create Vacancy” box will appear. Select the “yes”
option. The system defaults to today’s date. You must change it to the date of
termination.

-5 Create Yacancy |

£ 10004025 Food Service "Wiorker

Create on [o3/31/2001 ¢

Yes | Mo | ® Eancell

You will now see the next infotype in the retirement action series the Infotype 0001 —
Retirement Plan Data at Termination.

Human Resources 78



Other Personnel Actions

Infotype 9001 - Create Retirement Plan Data at Termination

™ Create Retirement Plan Data at Termination

Infotype  Edit Goko  Extras

Swstemn  Help

|G| B e@@ | 2HE nnLD ARG
|lam s

Personnel no I 622 I arne ISTEPHFINIE JOHES

EE group F F, Perz.area |1 28¥  MwWR MNORTHWEST REGIOMN

EE zubgroup Iﬁ Reqg Full Tirme S5H [ Statusz Active

From [68/16/2002 % to

BUPERS or other HAFI Betirement Planz

Previous Participation in Plan

I12!31J"9999

v

If ez, Retirement Plan Option IE Option B - Faid up annuity

If Digzontinue, 0 ate I

Field Name Description R/O/C User Action and Values

The system enters the date

From Date of Termination R of the termination. Leave
the end date as 12-31-9999

Previous Y for previous plans Select Y if previous plan

Participation in N for no previous R exists or use the drop down

Plan plans arrow

If Yes, Use drop down to select

Retirement Plan R option

Option

If Discontinue R Must be blank for this

Date termination

Press the Enter icon

and Save.
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You will now see the next infotype in the retirement action series the Infotype 0006 —
Create Addresses, Subtype Forwarding Address.

= Create Addresses

Infolype Edit Goto Extras System  Help

Infotype 0006: Create Addresses

&)

I Deae@ | Mk anaa BE @

“ @ @ £| Fareign address

Telephone number

Communications

Perzonnel o 723 M arne W Status Active
EE aroup IT [ Ferzonnel ar Iﬁ Marthwwest Begion kMwH
EE subgroup CG Flex Continuing S5M I
Fram Im ta Im
rAddress

Address type Forwarding Address ;I

c/o

Address line 1 123 Mewstreet

Address line 2

City/county R etirementCity

State/zip code IT W

Country key LISA, ;I

.
1]

Field Name Description R/O/C User Action and Values
Address Type Type of R This field will default
address Forwarding Address
This field may default in if a
C/0 In care of O record already exists. If no data
defaults, you may enter the c/o
person’s name.
This field may default in if a
Address Street name R record already exists. If no data
and number defaults, you may enter the street
address.
This field may default in if a
City City R record already exists. If no data

defaults, you may enter the city.

State/Zip Code

This field may default in if a
State/zip code R record already exists. If no data
defaults, you may enter the state.
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This field will default US. You

Country Key Country R may change if needed.

This field may default in if a
Telephone Telephone O record already exists. If no data
Number defaults, you may enter the

telephone number.

This field may default in if a
Communications | User defined O record already exists. If no data
defaults, you may enter
additional contact numbers.

Select the Enter icon . You will be warned to save your entries.

]
Press the Save icon -

You will now see the infotype 0171 — Copy General Benefits Information.

Infotype 0171 — Copy General Benefits Information

™ Copy General Benefits Information

Infokype Edit Goko  Extras  Swstem  Help

&l 0 e@e DK anan BEA|®
=R= P

Perzonnel no I fo22 I ame ISTEPHFIHIE JOHES

EE group IT Separated Perz.area 1819  MWE MayYPORT

EE subgroup Iﬁ T erminated 55M T T Status |nactive

Fram [os/16/2002 & 1o [12/31/9999

General Benefitz Information

Benefit area W MHawn [MWH]

1=t Program grouping IJFI Jackzonville

2nd Program grouping HBEH Mo Benefits
]

Press the Save icon - = . You will get the Record Delimited warning message.

Select the Enter iconJ . You will get the message “record created.”
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z Process a Leave of Absence (LWOP)

This process is only used when an employee is out of work without pay. This is a non-
pay status and therefore when the employee is in this status, there is no accumulation of
either sick or annual leave. This status is usually set due to the employee’s request. See
the policy manuals for further explanation of this process.

This action uses the copy mode for several infotypes. It is important that the user
remembers that information that has defaulted in the fields pertains to a previous action
and some fields may need to be changed to reflect the current action.

After you have entered your changes to an infotype and used the enter key, you should
receive a warning message telling you that a previous entry has been delimited. This
warning verifies that you actually want to make the change and that you have changed
the “From date” to reflect that your record will now be the current one. You may proceed
through the message by using the Enter key again and you will then be reminded to save
your changes.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

= personnel Acktions

HR Master Data Edit Goko  Exkras Ukilities  Setkings Swskem Help

& || e ece@ | DM omaa | [EI
£
Perszonnel no. Fo22 =1
M amne STEPHANIE JOHNES Status |3 Active
EE group B Pers. area 1287 bwWR NORTHWEST
EE =ubgroup FT FRegFul Times Cost center G683 WS DL A b b
From B/ /02
Action tppe Fersonnel ann EE group EE =ubgrou
Mews Hire

Change in Fosition

P ultiple Position Azsignrment

S eparation
R ehire

Return from Leave of Abzsence

Adjustment in Fay

R etirernent

E =ternal Hire

E =ternal Separation

Annual Appraizal

Cash Aweard A Lump Sum Payment

Option B Resignation
Wested MAF to GS

Fotarmzal Palbira
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Field Name Description R/O/C | User Action/Value
From date The date the Leave R Enter the effective date of the
of absence is to start action
Personnel Number | Employee Number R Enter the number or use the
dropdown menu to select the
correct employee
Action type The type of action R Select the Leave of Absence
to be performed action

Select the Execute icon

Save the transaction by clicking the icon

O

The result is that infotype 0000 — Copy Actions will appear.

™ Copy Actions

Infotype  Edit Goto  Esxtraz  System  Help

@ |

A8 caeCHE anaa BR| @

Eél @ ‘2 | @Execute info group ﬁ Change info group

Perz.nao. 624
Mame ANDREW ANDERSOH
EE group E MF Perzonnel ar 1287 Morthwest Region MWwH
EE subgroup ,ﬁ Fieg Full Time 55N
Fram 82/15/720m1 to |12!31f9999
P | action
Action type ILeave of Abzence j
Reason for action Eﬂ
Status
Employment I Inactive j
0 P
Pasition 100084825 Food Service Worker
Perzonnel area |1 287 Morthwest Region MWwH
Employee group IE MF
Employee subgroup Iﬁ Fieg Full Time
Additional
Start date Act. | Action type ActR | Reason [ action ﬁ
024542001 24 |Adjustment in Pay 14 Mid-pr merit/perfarm. increase |~
024542001 23 Change in Position # Tranzfer o1 Fromation —
il [
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Field Name | Description R/O/C | User Action/Values Comments
Action Type | Leave of Absence R This will default in
Reason for | The reason for the R You can use the This is the
action action being dropdown menu to select | Only Field

performed the reason requiring an

entry

Employment | Changed to R This will default in

inactive
Position MWR Position R Will default the position

number

Personnel The assigned area R The field populated from
Area within the the previous record

organization
Employee The assigned R The field populated from
Group group the the previous record

employee has

been assigned to
Employee The assigned R The field is populated
Subgroup subgroup for the from the previous record.

employee

|

Select the Enter icon

Save the transaction by clicking the icon

Human Resources
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The result is that infotype 0019 — Create Monitoring of Tasks will appear

Infobype Edit Goko Extras  Swstem  Help

& S0 e@e DMR anaaBE @
=N
Personnel no I 622 M amne ISTEPHFINIE JOHES
EE group IT 1Y Perz. area 1287 MwWR HNORTHWEST REGIOMN
EE zubgroup FT FRegFul Time S5HM [ Status Inachive
Chng |88/15/2802 [HQ_P657F8
-Date
Tazk type ILeave of Abzence ;I
Date of tagk I a8s25/s20a02 Proceszsing indicator Mew tazk
- Reminder

Feminder date

Lead fallow-up time

IBB!ESIEBBE

r

- Comments

|Leaue of absence for personfal reasons

Field Name Description R/O/C | User Action/Values
Defaults to Leave of Absence.
Task Type Type of task to be R Nothing required
monitored
Date that the task Field is required if the task type
Date will require action R was populated. Enter the

ted return date.

Processing indicator

Status of task

R Defaults as “New Task” No
entry required.

Comments

Comments

O Free text if comments need to be
entered.

Select the Enter icon | @ |

Save the transaction by clicking the icon
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Screen will now roll to Copy Kronos Information. Change the effective date and change
information as needed by following the instructions below and save. If changes do not

need to be made right arrow through without saving.
™ Copy Kronos Information

Infotype Edit Goto  Extras  Swskem  Help

| & |1 DBl DME d0o0 | BE| @
==

Personnel no I 9933 Mame IMHTTHEW SANDERSO0OHN

EE group IE MNF Perz. area Foaa wMwR HEADQUARTERS

EE subgroup FT ReqgFull Time S5M 125-74—-85946 Status Active

Start [ozs15/2003 %10 [12/31/9000

r Kronos Information

kronos Badge Mumber [+ Mo Badge Mecessary

Terminal Group

Local Labar Lewvel I a

Ferson Type IT TE. Employee

Eronos logon

Access Profile

Labar Lewel Set I

Field Name Description R/O/C | User Actions/Values

Kronos badge Kronos badge C Blank out.

Number number

Kronos Terminal Kronos Terminal C Blank out.

Group number

Kronos Labor Labor Level C Leave as defaulted.

Level 3

Person Type Person Type C Leave as defaulted.

Kronos Logon Kronos Logon C Leave as defaulted.

Access Profile Access Profile C Leave as defaulted.

Labor Level Set Kronos Labor C Leave as defaulted.
Level Set

Put a checkmark in the “No Badge Necessary” box.

Note: Employee must have either a Kronos badge number or have the No Kronos
box checked.

]
Press the Enter button and Save - = the transaction.

Screen will roll back to the Personnel Action Screen and the Record will be created.
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z Process a Return from Leave of Absence

This procedure should be used to process a return from a Leave without Pay (A Leave of
Absence).

e This process uses the copy mode for several infotypes. It is important that you
remember the information that has defaulted in the fields pertains to a previous action
and some fields may need to be changed to reflect the current action.

e After you have entered your changes to an infotype and used the enter key, you
should receive a message telling you that a previous entry will be delimited. This
verifies that you want to make the change and that you have changed the From Date
to reflect that your changed record will now be the current one. You will proceed
through the message by using the Enter key and you will then be prompted to save
your changes.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction Code: PA40

Personnel Actions
HR Master Data Edit Goko Exkras Ukilicies  Settings  Swskem Help

& | | e ecae@ | DM | onaa [ BE
(€22
Perzonnel no. Fa22 ﬂ
Mame STEPHANIE JONES Status |1 Inactive
EE group |T Py, Fers area 1287 ®HwH HORTHWEST REGIO
EE zubgroup FT FegFull Time Cost center G683 WO DJARBER FO
From as /25,2002

Action type FPersonnel ann EE group EE zubgrou

Mew Hire

LD H

Change in Poszsition

bAultiple Position Assignment

Separation
R ehire

Leawve of sbzence
" 3 F:E:turr'n fram Leawve of Abzence

Adjustment in Payp

R etirerment

E=ternal Hire:

E =ternal Separation

Annual Sppraizal

We have selected Personnel Number 744 and highlighted the Return from Leave of
Absence action type.

Select the Execute icon
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The next infotype will be Copy Actions

Infotvpe  Edit

Goko  Extras

Syskemn  Help

|@ !

O e@Q@ 2ME anaa DA @

“ @ @ ‘E | @EHEDUEE info group ﬁ Change info group

Fers.no. IW

Mame ISTEPHFIHIE JOHES

EE group IT M, Perzonnel ar

EE zubgroup FT ReqgFull Time SSM

Frarm Im b Im

1287 MR MORTHWEST REGIOM

=

- Personnel action

Action type

Feazon for action

IFleturn from Leave of Abhzence

e

Perzonnel area

- Status

E mployrment I.-'-‘-.u:tive j
- Organizational azsignment

Position 18085478 FS'w Dighwasher

¥ Mw/R MORTHWEST REGION

AT

Employes group P
Employee subgroup FT Feg Full Time
Field Name Description R/O/C | User Action/Values
Action type Return from Leave R Will default in
of Absence
Reason for Action | The reason the R Use the drop down arrow to
action is being select the reason. This is the
performed only field that requires an
entry.
Employment User defined R Will default in
Position User defined R Will default in
Personnel Area User defined R Will default in
Employee Group The group that the R Will default in
employee is
assigned to.
Employee The assigned R Will default in
subgroup subgroup for the
employee
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Press the Enter button
delimited”.

. A message “W: Record valid date to date will be

Press the Enter button again and save

The next infotype appears Infotype 0041 — Copy Date Specifications

™ Copy Date Specifications

Infotvpe Edit Goko  Extras  Swstem  Help

& || B eee CHE anaaBRE|®
|lame

Personnel no I 4261 Mame ISNI]I]P'u' TEEL

EE group IE MF Fers area |1353 tWwWh MID-ATLAMNTIC REGION

EE subgraup FT RegFul Time 55M F Status Active

From IBSIB1I2BB2 to |12f31f9999

- Date Specifications

[ ate type Date [ ate type Date

[81 Original Hire Date [6u/05/2002 [62 Date of Rehire [65/01/2002
IE Service Comp Date Iﬁllf as/z2002 B4 Civilian Service Iﬁllf as/z2002
[ Ret Plan Eligibilty | £ [ |

|

——
——
——

11

/ NOTE: This screen is only necessary if the Leave of Absence should change
the Service computation date. If not move through the record screens using the

)

next and previous record icons as shown.

If any changes were made, Press the Enter button

Save the transaction using the Save icon
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The screen rolls to infotype 0019 — Change Monitoring of Tasks

™ Change Monitoring of Tasks

[fotype Edit Goto Extras  Swstem  Help

@l B ee@ 2HE anaa RAE|@
=R
Perzonnel no I 7622 M ame ISTEPHFINIE JOHES
EE group IT P Perz. area |128? bR HORTHWEST REGIOMN
EE zubgroup Iﬁ Feqg Full Time S5M I: Status Inactive
Chrg |88/15/20882 [HQ_P657F8 2

-Date

Task type ILeave of Abzence j

Date of task II-]EI25I2 aez2 Froceszing indicator Taszk completed j
-Reminder

Reminder date

| ead/fallow-up time

[o8/2572002
rr

-Comments
[
I
Field Name Description R/O/C | User Action/Values
Task Type Type of task to be R Defaults as Leave of Absence.
monitored
Date Date that the task R Defaults as the date entered in
will required action the Leave action (the expected
date of return) No entry
required.
Processing Status of task R From drop down arrow, select
indicator Task completed.
Comments Comments O Free text for any comments.
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Screen will now roll to Copy Kronos Information. Change the effective date and change
information as needed by following the instructions below and save.

=™ Copy Kronos Information

Infobvpe Edit  Goko

Extras

Swskem  Help

Al

SO e@ae 2nEeE anoan BE @

[X=N=

Personnel no
EE group
EE zubaroup FT

[ oo9as
[ wnF

Feq Full Tirme S5H

Start Il-]3.l’15..l’2l-]l-]3 ko

M arne

Pers.area

IMHTTHEW SAHDERSO0OH
I?'}‘BB Mw/R HEADQUARTERS

|1 2/31/9999

Status Active

r kronoz Information

Kronos Badge Mumber
Terminal Group

Local Labor Lewel

Fersan Type
F.ronog logon
Access Profile

Labor Level Set

|1 25465542

IBEI][:UST@HINGS

IB a4z 000007

[ Mo Badge Mecessam

IT TE. Employes

IHI]R_MSHHDERS

|HANAGER 2

IGLH LAKE FROHNHT OPERATIOHS

Field Name Description R/O/C | User Actions/Values

Kronos badge Kronos badge C Enter the Kronos badge

Number number number.

Kronos Terminal Kronos Terminal C Enter the Terminal Group from

Group number the dropdown menu.

Kronos Labor Labor Level C Actual work site name used for

Level 3 VQ only. Select from the
dropdown.

Person Type Person Type C Enter the Person Type from the
dropdown menu.

Kronos Logon Kronos Logon C Leave as defaulted.

Access Profile Access Profile C Enter the employee’s profile
from the dropdown.

Labor Level Set Kronos Labor C Only used for managers to tell

Level Set Kronos which group of

employees the manager will
administer. Select form the
dropdown.
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Note: Employee must have either a Kronos badge number or have the No Kronos
box checked.

]
Press the Enter button and Save - = the transaction.

Screen will roll back to the Personnel Action Screen and the Record will be created.
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z Process an Activity Transfer

NOTE: The person who is to process the Activity transfer must contact
Headquarters’ SAP HR Team to be able to log into the application using
Transaction code PA4(0. Please contact Headquarters’ SAP HR Team.

When an employee transfers from one activity to another, the process requires a
Change in Position Action. The acquiring location must initiate this action. The
Change in Position action must be effective the first day of the pay
period.

Menu Path:  HUMAN RESOURCES > PERSONNEL MANAGEMENT >
ADMINISTRATION > HR MASTER DATA > PERSONNEL ACTIONS

Transaction code: PA40
This procedure describes the steps necessary to process an activity transfer through the
SAP Human Resources system. We have highlighted the Change in Position/Transfer line

in the Action type section on the Personnel Actions screen and we now click the Execute

1con.

™ personnel Actions

HR Master Data Edit Goko  Extras  Utlities  Settings  System  Help

@ || e CHME D00 AE|@
&7
Personnel no. 328 ﬂ
[ET Wilson , Eva Anne
EE group E ML Pers.area |1 287 Morthwest Region MwR
EE subgroup lﬁ Feg Full Time Cost center 309 GEMRLFUND PERS
Fram Il]llf15f2l]l]1
Action type Personnel arf EE group EE subgrowy ﬁ
Mew Hire ;I
§roroe n Posion O .
Multiple Position Aszignment
Separation
Rehire

Leave of Absence

Retur from Leave of Absence

Adjustment in Pay

Retirement

External Hire

Extemnal Separation =

| [
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Field Name Description R/O/C | User Action/Values/Comments
Action type Action type R Will default “Change in
Position”
The reason why
Reason for Action | the action is R Must enter the reason “11”
being taken Payroll Area Transfer.
Employment In the Status R Will default to Active and it is not
section available for editing
Enter the new position number
Position The current R either directly, if known or use
position number the drop down arrow to aid in the
selection.
Will default from Will default in the new Personnel
Personnel Area the previous R Area upon pressing the Enter key
position. Blank it after fields have been blanked out.
Out!
Will default from Will default in the new Personnel
the previous Area upon pressing the Enter key
Employee Group position. Blank it R after fields have been blanked out.
Out!
Will default from Blank out the information from
Employee the previous R the previous position .Use the
Subgroup position. Blank it drop down arrow to aid in

Out!

selecting the correct employee
subgroup.

Human Resources

94




Other Personnel Actions

Screen.: Copy Actions

™ Copy Actions

B 7| 3s| =] & &
Infobype Edit Goto  Extras  System  Help

g -t

@ ZOeeeCHE anaalARA @
“ @ @ ﬁ | @ Execute info group 49 Change info group
FY

Perz.nao. I 3152 =
MName IH[:[:ESS TEEL

EE group F M Perzonnel ar 1287 MNorthiwest Begion kwhR

EE subgroup Iﬁ Reg Full Time S5M |

From Iﬂ?lﬂ?l2ﬂﬂ1 to |12I3119999

Perzonnel action

Action type IEhange in Fosition j

Fieason for action Iﬁ Fayroll Area Transfer

Statusz

Ermploprent IActive j
Organizational aszig —
Position 1080850698 Deputy MR Directar

Personnel area 1034 Jackzarville

Employes group IE MNF

Employee zubgroup Iﬁ Reg Full Time

[Addilional aclions | ﬂ
ird valid fram 03/01/2001 ta delimited at end

(L2 () (200) ~ [ rownsaps [O4F | 15:54

;jstartl Y7 @R sapm

|5 &

J %Inbox - Microsoft Outlook, | ECopy Actions

receive a message stating “W: Previous record will be delimited “, i.e., the end

date of the last action will now be populated with the “From date” of the new
action. This message appears on each infotype.

/ NOTE: After striking the Enter key or clicking the green check mark, you will

Press the Enter key or click the green checkmark icon to validate the record and

]
then save it by clicking the Save icon.
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Infotype 0001 — Copy Organizational Assignment:

™ Copy Drganizational Assignment

Infotype Edit Goko Extras System Help

gl Fol¢cce 2HR anaalBA®

@ @ £| Org Stucture

Perzonnel no 328 Narne W Status Bictive
EE group E ML Perzonnel ar 1287 MNorthwest Region wF
EE subgioup ’ﬁ Feg Full Time SEN e
From m ﬂ to lm
E
CoCode [1287  MwR COMMAVREG, MW
Pers area 1287 Morthwwest Fegion MwH Subarea 1287 Wwest Sound
Cost chr 969 A WS ADMIN 1287
EE group E ML Payr. area Iﬁ M Region
EE subgroup lﬁ Reg Full Time:
1} pzational plan
Perncentage w Assignment
Pasition m Clk. Typist
Clerk Typist
Jeb key [1oeeu572 s oazz0s
Clerk. Typist
Exempt I_
Qig. unit lm Adm Supp
Administrative Support
Org key |11?1—

No Entry is required for this infotype.

to validate the entries. Save the

Press the Enter button or the green checkmark
Record.

“W: Previous record will be delimited”, (i.e., the end date of the last action will now be
populated with the From date of the new action).

During the normal flow of this process, a pop-up window will appear to create a vacancy
for the employee’s previous position. Click on the “Yes” button on this window. The
date must be changed to the date of the action. Today’s date will default in, so if the
date of action is different from today’s date, you must change it.

- rpeate Yacancy ﬂ

5 10004103 Perzonnel Specializt

Create on [ou/1572001 2|

Yes | Mo | » Cancell
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Infotype 0006- Copy Addresses

™ Copy Addresses

Infotype  Edit

Goko  Extras

System  Help

=2 IBeca@bHkanas PR @
[=REP
Persannel no 328 Mame W Status Active
EE group IE ML Perzonnel ar W Marthwest Region kWwH
EE zubgroup Iﬁ Feg Full Time S5 [
Fram Mﬂ to Im
Address
Addreszs ype I Permanent Residence j
oo I
Address ine 1 |1 E25 Bond's Crossing
Address line 2 I
City/ounty ISeattIe
State/zip code IW W ashingtan W
Country key I 54 j

Telephone rumber

Communications

[360 [396-5904

NOTE

: Even if the employee’s address does not change, you must copy this

record with the position change date and save. All the applicable tax screens
will now appear for completion. You must complete each tax infotype again

/

and save.
Each record must be saved with the new date in order to populate the new

company code in ADP, during the position change action based on the
activity transfer.

Press the Enter key or click the green checkmark icon

this record.

to validate your entries. Save
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Infotype 0041 — Date Specifications now appears:

™ Change Date Specifications

Infokbype Edit Goto  Extras  Syskem  Help

& ] DB coa@cHK anaa @R @
lamg

Perzonnel no I 3301 M ame IFINGELH STITHUWELL

EE group IE HF Perz. area |1 a3y MwWR JACKSONYILLE

EE subgroup FT RegFul Time S5M Status Hctive

"
Fram fes1272002 |1 [12/3179999  chng [06/18/2002 [Ho_P657F8

Date Specifications

D ate type Date Date type Date

[01 ctiviy Start Date [06/12/2002 [03 Service Comp Date [09/27 /1997
IE Civilian Service I B9 s27 71997 86 Ret Plan Eligibility I 61272002
[07 MaFI Comp Date [06/01/2000 |

All fields will populate. Update as necessary.

1T

Date type 01 Activity Start Date, which is the first date of employment at the current
activity. The date will need to be changed when an employee transfers to a new payroll
area, i.e. Mayport to Seattle or MWR to VQ.

Date type 04 Civilian Service Date, which is the Service Computation Date minus the
active duty military time. In most cases this will be the same as the Original hire date.
Date type 03 Service Computation Date, the date either actual or constructed by
crediting service, used to determine annual leave accrual. For an employee with no
creditable NAFT or military service, the service comp date is the effective date of the
employee’s first Federal civilian appointment. For an employee with prior creditable
service, the service comp date is constructed by totaling the days, months, and years of
the employee’s creditable civilian and military service and subtracting that total from the
effective date of the employees most recent appointment. When service credit of 4 years,
3 months, and 3 days is subtracted from the date, 1998-10-12, the result is 1994-07-09.
Thus, the service comp date will then be 07-09-1994.

Date type 06 Ret Plan Eligibility is used for benefit retirement plan eligibility. This date
will populate from the new hire action. This date will require updating when an employee
changes from a Flex position to a Regular Full Time position.

Date type 07 NAFI Computation Date, the date either actual or constructed by crediting
service, used to determine Regular NAFI employment length. For an employee with
prior creditable service, The NAFI computation date is constructed by totaling the days,
months, and years of the employee’s creditable Regular NAFI service and subtracting
that total from the employee’s most recent appointment.

=] .
Press the Enter button and Save the transaction.
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Infotype 0019 — Create Monitoring of Dates.

™ Create Monitoring of Dates

Infotype Edit Goko  Extras  System  Help

gl FlHl¢coee2HME anaa@E| @

B2
Perzonnel o 328 MName Wilson .. Status Active
EE group E ML Perzonnel ar 1287 Morthwest R egion MR
EE subgroup Iﬁ Reg Full Time S5M
Date
Task type Detail-Temp Assign j
Date B4 /1572081 ﬂ Froceszing indicator Mew task j
Remind
Fieminder date I

Lead/fallaw-up time l— I I_

C:

The fields in this infotype are self-explanatory and can be filled in directly or by using the
drop down arrows to aid in the selection. In our example, the task type has been filled by
using the drop down arrow and selecting “Detail — Temp Assign”. We have also entered
the date the action becomes effective, and entered the processing indicator “New task”.
We could also have used the Comments section to write in any free text remarks needed.

If more Date Monitoring is needed enter the information after the Change in Position

action is complete. Use PA30, Infotype 0019 and click on the create tab : . Enter the

information and Save .

Press the Enter key or click the green checkmark icon to validate the record and

then Save it.
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After saving the previous infotype the following one will appear:

Infotype 0006 — Addresses Emergency Contact

™ Copy Addresses

Infotype Edit Goto Extras  System  Help

||| Oce@CHE anaaBE| @
|lam s
Ferzonnel no Im M ame Im
EE aroup IT M, Perz. area W Maorthwest Begion kiw/H
EE zubagroup Iﬁ Feg Full Time S5H :— Statug Active
Frarn Im ﬂ b Im
~Address
Address bupe IEmergenc_l,l Contact j
clo [JAMES WILSON
Address line 1 |1 EE CED&R STREET
City/zoLimty IJ.&EKSDN\-"ILLE
State/zip code |T Flarida W
Country key ILIS.-’-‘-. j
Telephone number |904 [125-5648
Comrmunications I I I
[ |
[ |
[

If information has not changed, just save. Press the Enter key or click the green

@

checkmark icon to validate the record and then Save it.
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™ Copy Planned Working Time

Infotype 0007 — Planned Working

InFn:nt':.fpe|E|:|it Goko  Extras  Swstem  Help

BeEQ 2HE anaa AR @

& ||

“ E B ‘E 'W'u:urk schedule

Perzonnel no I 2154 I arme

EE group IT M, Perz.area
EE zubgroup Iﬁ Feg Full Time S5H

~Work schedule rule

Frarm I[‘IBFEH!EH[H Ta |12f31f9999

IEUFI WILSOH

|1 287  Morthwest Region ki

I‘L, R Statuz Active

Work schedule ule

2011 *|

~Working time
Employment percent
Daily working hours
Weekly working hours
kanthly working hrs
Annual working hours

Wweekly workdays

104.0808
8.063
48.13
173.91
2087 .08

ELEEIN

Enter the new Work Schedule Rule for the employee. Press the Enter key or click the

green checkmark icon ‘

to validate the record and then Save it.

You will receive warning message to check the basic pay infotype 0008. Move through
this warning message by pressing the Enter key and continue saving the new work

schedule rule.
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Infotype 0008 — Create Basic Pay

™ Create Basic Pay
Infotype Edit Goto  Wage bypes Extras  System  Help

@ || TBcee DHME 0o AR @

Q a A? | Salary amount F'a_l,lments and deductions

Perzonnel no az28 Mame IEua Wil.. Status Active
EE group E ML Perzonnel ar 1287 Morthwest Region Mwh
EE subgroup ,ﬁ Fieg Full Time 55N [EE N
Fram [84/15/26801 ﬂ to |12f31f9999
Pay zcale
Fieazon IE Increase in responsibility Cap.util. 1l 188.088
Type [61  MawyMwR WikHrs/period 80.26 |Biweekly
Area [os  acia
Group [N 02 glevel [0t Annual salary [ 20,346.00 |USD
Wag4 ‘Wage type name Of Amount Curreng Ing Ad Mumber Lnit
181 8|Hourly R ate - MWwWH 9.75 |UsSD ~
r
r
Kl [
IV [84/15/2081 - [12/31/9999 il_)" 9.75 |usp

Enter any new basic pay information due to the position change of the employee. Press

the Enter key or click the green checkmark icon‘ @ to validate the record and then
Save it.
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Infotype 0009 — Copy Bank Details

™ Copy Bank Details

Infotvpe Edit Goko Extras  Swstem  Help

e || B cee | 2HE anan BE @
=P

Fersonnel no Im M arne Im

EE group F M, Perz area W Marthwest Begion kMwi

EE subgroup Iﬁ Reg Full Time S5H [ Statuz Active
Fram Im ﬂ to Im

Bank details

Bank details type IMain bank, j

Payee |Eva wILSON

Postal code/City {32212 [JACKSONVILLE

Bank country ILIS.-’-‘« j

Bank. key IEBHHBEE?S FIRST SOUTH CU

Bank account nurnber |1 L26489 Bank contral key IH

Payment method [T EFT(acH]

Fapment currency usD

Note: Even if the information does not change, you must save this record with the new
date. The employee’s record must be saved in order to populate ADP. This means the
employee will be pre-noted for the first or second pay period in the new location.
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Infotype 9001 — Copy DOD/MWR Specific Data

= Copy DOD / MWR Specific Data

Infotype Edit Goto  Extras  Swsktem  Help

[ e |1 Tecee Lk Dooa EEI@
(=R
From [es/30/2081 2| to  [12/31/9999

Locale Information

DOD MAFI organization code NHUz22 I awy MAFI

Dty station location m Jackzonville, FL
MAF perzonnel office identifier Im Jackzonville, FL

DOD MwWh activity code IE Mone af the above

USA Funding Under MHOA

US4 indicator Iﬁ Mot covered under US4 MOA
Miscellaneous

‘whelfare to work hire code IE Hired on or before March 7, 1337

DOD dependent-zponzor relationzhip IE Mat applicable. Mot a dependent of a sponzar.

Person hizpanic category code IE Mot applicable

Person desighator type code I; Social security number

OFf duty military code Iﬁ Mao; not a military member on active duty

|

Source of recruitment

You must change all applicable information due to the position change (activity
transfer).

Note: The Duty Station Locator and the NAF Personnel Office Identifiers MUST
be changed to accommodate the new activity.

The ADP Company Code and ADP File Number are “grayed” out and cannot be
changed. The new information for these fields will be populated once the ADP file has
been created in the new ADP Company code.

. . . . ]
When complete save the transaction by clicking on the save icon "=t

The next infotype will be Kronos information-Infotype 9005.
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Kronos information-Infotype 9005.

™ Copy Kronos Information

Infotywpe Edit Goto  Exktras  Swstem  Help

& || e LMk Do ([ @EEA @
|lame
FPerzonnel no I o933 M arne Ii [ |
EE group IT I, Pers. area |1 a2y MwWR NAS JACKSOMNVILLE
EE =ubgroup IE Feqg Full Time S5HK i I | Status Active

Start Il-]3..f18!2l-]l-]3 [{a] |12!314’9999

r Kronozg Information

Kronos Badge Mumber Im [T MoBadge Mecessamn
Terminal Group IJFIX[:LI][:HS

Local Labor Level [souzaneBe7 4128 ADMIN

Ferson Type IT TEk. Employee

Kranos logon IJFIX_I"ISFIHDERS|

Access Profile II’IH HAGER 2

Labor Level Set I

All information will need to be changed for the position change. If Kronos is not being
used check the box for “No Badge Necessary”. When complete save the information by

clicking on the save icon ‘&,
General Benefits will be the next infotype.

Infotype 0171 — Copy General Benefits Information

™ Copy General Benefits Information

Infotype Edik Goko Exkras  System Help

@ || 8 coe LMk awmaa @E|®
2 =2 s
Fersonnel no 328 MHame Euva MWil.. Status Active
EE group IE ML Personnel ar 1287 MHorthwest Region kdwB
EE subgroup FT HRegFull Tine SSHM I_E e
From jens15 /2001 ﬂ to |12.f31f9999
General Benefits Information
Benefit area HU M awy [kiw'F]
15t Program grouping SE Seattle
2nd Program grouping FULL Full-Time

No data entry is required. Information will be populated based on the position
information. However, this record must be saved.

to validate the record and

Press the Enter key or click the green checkmark icon
Save it.
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Infotype 0378 — Adjustment reasons

™ Create Adjustment Reasons

Infobype  Edit Goto Extras  Swstem Help

|l B c@aQ2HE anaa R @
laa.e

FPersonnel no 328 MName IWilSDn .. Status Achive

EE group E ML Personnel ar 1287 Morthweszt Fegion wH

EE subaroup Iﬁ Fiea Full Time 55H fmmm e

Fram [ou/15/2001 o [1273179999] |

Benefit area INav_l,J (MR
Adjustment reazon IF'Dsition Change j

The field “Adjustment Reason” will already be filled in based on the Position Change
action. No entry is required. However, the record must be saved.

v

to validate the record and

Press the Enter key or click the green checkmark icon
then Save it.

The Personnel Action Screen will be shown and the user receives the message “Record
Created”.

This process is now completed.

Note: If the employee is now eligible for benefits, follow the instructions for Benefit
Enrollment.
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